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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUC TION 
NUMBER ■ Ml 


17 August 19U8. ' i 

/ • ■ ' 

/ : ' 


SUBJECT: Personnel Policies and Procedures 

RecisiorL: * 

Administrative Instructions dated 31 ^ctober 19U6; 

nd Amendment No. 1, dated 13 December 19h6 and 10 
itober 1?U7 respectively ; j 

and Amendment No. 1, dated 2h Apr.yL 19li7 and 2 
ptember 19U7 respectively; 
dVted h December 19 h7; 

da\ed 30 Juno 19W3 j 

Memorandum da tod I 4 February 19147, Subject Policy Governing 
Classification of Positions in yCIG, to 'the Assistant 
Directorkof all Offices and phief of Coordinating 
and Planning Staff. 


\ 7 

1. Personnel Branch Responsibilities , / 

~ T ”■■■ . '■/ 


a. The Personnel Branch, A&M, ir responsible for performing the 
following functions with respect \o procurement, processing, position 
classification and termination of personnel: 

(1) Maintaining a cuxTpht record of authorized vacancies 
and approved requisitions. 

(2) Establishing .priorities for recruitment on an agency- 
wide basis. / V . 

(3) * Maintaining pens tant contact with 'potential recruit- 

ment sources'. Y 

> (li) Contacting and negotiating\with individual applicants 

for employment. \ 

/ ' * Y ■ . ■ . ’ • ' 

(5) Coordinating with the Executive for Inspection and 
security in connection with initiating and expediting 
security clearances for prospective employees. 

. V : ■.'■■■/. ■ ’ ■■ ' ■'■■■ 

(6) Finally approving all personnel actions for grades 

P-|> C/JF-IS and below. Grades P-6, CAF-13 and abtfve . 
require the approval of the Executive Director or in 
fyis absence the Executive for Administration 'and 
Management. , 

£ ■ 

(7) / Classification and allocation of positions to appro- . 

/ priate service . g rade and class, and for determining 

/ rates of positions not subject to 

the provisions 01 the Classification Act# 
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(8) 'Processing all personnel actions including appoint- 
ments, ir^trA-agency transfers, promotions, demotions, 
within- grade promotions, and separations. 

•(9) Providing an employee relations program to protect ■ 
and stimulate employee interest and to serve as a 
medium lor management-employee relationships. 

(10) . All disciplinary action will be considered and acted' 

upon by the Personnel Branch, based uuon written 
charges prepared by the operating agency dnd signed 
by the assistant Director or Staff Chief concerned. • 

(11) Establishing and operating a testing and training 
program to improve the selection and performance of 
employees. 


(12) Maintaining liaison with the- Dept, of state and the 
armed forces for the purpose of administratively 
supporting detailed IAC personnel. 

(13) Providing a comprehensive medical program to insure 
the health and physical well-being, of ' all employees. 


tllo r .,., b a ^ Personnel Branch, jt&M, performs constant liaison with 

the Civil Service Commission on all matters requiring Civil Service 
approval, such as classification of positions, efficiency ratings, 
certification of employees from Civil Service registers, etc. 

2- Basis for Personnel Actions 


. .. ■ a * Assistant .Directors .arid Staff Chiefs are responsible for 

insuring against personnel actions affecting individuals under their 
supervision which are not based purely on relative merit. Emphasis '• 
on relative merit extends throughout all personnel matters, including: 
procurement, assignment to duty, promotions, work allocations, leave 6 

ibilTt^ na mr«onni etC, a M ? rlt ? h ? i:L be considered as including: demons tratec 
“S&J' ^f 0nal ln< ^ tr ?> integrity , loyalty, comparative length of 
service, and comparative general efficiency;. 

b * Supervisory personnel must become so thoroughly familiar 

Personnel under their jurisdiction and .their utilization 
co ” tr “ 7 “ d take 


3* Policies for Appointment 


“ r8 11110,1 in — 

-nt» to mi 15 ^ offooting appoint- 
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(1) Individual^ without prior Government service will bo 
given an excepted appointment under "Schedule A M and 
will be required to servo the first full year of 
service in a trial poriod status. 

(2) Individuals with prior Government service who have served 
undo r war service or excepted appointments will be given 
an excepted appointment under "Schedule A" and will bo 
required to sorve the first six months of service in 
a trial period status, 

(3) Individuals with Civil Service status will be appointed 
by transfer or reinstatement to positions without any time 
limitation or trial period, 

c. During the trial period the employee will receive the 
special attention, and instruction required to acouaint' him. 'with his 
duties and to develop his ability to perform his work in the most 
satisfactory manner. After a fair and full trial poriod, an employee 
will be terminated if his services do not meet Agency standards. 

Employees with veteran^s preferenco or Civil Service status will bo 
accorded all rights and privileges granted them under the Veterans 
Preference Act of 1944> -as amended, and Civil Service rules and regular 
ti ns . ^ 

4# Pro motion , Policies 

a. Civilian employees may be promoted to higher grades subject 


(1) Existence of a suitable vacancy, 

(2) Complete qualification of the individual for the vacancy. 

( 3 ) Proven and demonstrated ability to perform the duties 
of the. next higher grade for a minimum period of ninety 
days in positions classified at grades CAF-7 or P -2 

and above. This does not constitute a barrier to promotion 
of individuals whose positions have been reclassified to 
higher grades. 

( 4 ) In order that the employee may receive credit for the 
demonstration poriod the office concerned will submit 
Form 37-3 to the Personnel Branch indicating the date 
the employee is detailed to a position classified at 
a higher grade, ■ 

( 5 ) ' For a period of ; 6 months •p-recodihgv the promotion! • n 

A- Good or Better offecicncy rating for grades up to 
CAF-4 and equivalent; Very Good or Excellent effecioncy 
rating f yflAErJS to 13 or equivalent. For 
grades cSEJIRlOil ) 1 ^ 70 an Excellent effeciency 
rating is required. 


-3- 
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be Promotions are limited to one grade except in those cases 
where no intermediate grade has been established. 


c. After considering all the factors indicated above, the 
recomrendinp and approving authorities will use the following table as 
a guide .in determining appropriate tire in g.vyide for promotion purposes; 


Time in Grade 


3 months 


6 months 


9 months 


3 

9 



10 

12 months 

A 

11 

15 months 

5 

12 

18 months 

“T 

....... 11 

21 months 

7 


, __ 24.mon ths^ 


5. Int 


y Transfer O olicy 


a. Employees ray not seek reassignment within CIA without the 
prior written approval of the ^hief , Personnel 1 ranch, or his authorized 
representative, ^uch ap yreval will ^e b set upon the recommendation of 
the appropriate Assistant director or '.Staff Chief, 


b. Supervisory personnel may not interview or seek the transfer 
of personnel without written approval described in .5? above. 


Appoint me nt Proce ssing Proc edures 


a. The following procedures are established for the processing 
of individuals for employment within CIA 


(l) Assistant Directors and °taff Chiefs will transmit 

Recrui tmen t ileques t Form J.-o • 37-d in duplice te to the 
Personnel Branch as requisitions to fill authorized vacancies 
end forward Personnel Action Request Form ho. 37-3 in 
: quadruplicate to the Personnel Branch as requisitions 
for 'actual employment of an individual -selected. In 
order to commence security clearance, personnel actions 
may be submitted against positions., already filled, 
providing the office concerned informs the personnel Branch 
on the 37-3 that the 're sent incumbent is vacating the 
position and the approximate date that the position will 
become vacant, . . 
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(2) a# Forms Ho. and Personal History Gt'vbf.mont Forms uo. 

3C-1 will bo obtained, by the Personnel Branch ?.nd will 
be forwarded to a nronrinte offices within CIA. If 
.interested, tho office \:i?l indicate to the Personnel 
Branch the nos it: on to \ hi eh the individual \i“ ! 1s o 
assigned. Final selection or rejection, above grade 
CAF-5, will rest wath the appropriate Assistant Director 
or Siaff Chief, However, the Chief, Personnel Branch 
will refer to tho Executive for A&M any rejection case 
whrich he believes is not warranted. 

b. Final authority for the selection and assignment of 
’ennl oyces .in grade CAF- 5 9 equivalent grades and wage rates 
•and below, rests with i he, Chief, Personnel Branch -md . 
consequently such, cases are rot referred to Assistant 
Directors or Staff Chiefs for action. 

c. All personnel assignments arc subject to the Security 

approval of the Executive for I ,& S. • 

(3) Uron the receipt of Form No.. 37-3, the Personnel Branch 
will map o' an offer of employment to the individual 
concerned, subject to satisfactory security clearance, 
and uoon indicated acceptance will initiate action for 
security clearance. Under .no circumstances will either 
grade or salary be specifically included in the offer. 

(4) The Personnel Branch will notify the office concerned of 
the failure of individuals to receive security cl r aranco and 
will take appropriate action to inform the individual of 
his rejection. 


(5) The Executive for drain; is tr tion and Management, or the 
Chief, Personnel Branch, Till contact all individuals 
(including detailed IAC personnel) relative to entrance 
on duty. Individuals assigned to •crsornel pools will be 
instructed. to report for duty in the various offices by 
the Chief, Pc rsonnol Branch, following security clearance. 
Each individual, including assigned. IAC personnel, 
reporting for duty will pre sent to the appropriate Assistant 
Director or Staff Chief a written notice form the Chief, 
Personnel Branch, stating that such individual has been 
fully cleared and is assigned for duty. A cony of this 
notice will be furnished the Executive for Inspection 
and Security. In extraordinary circumstances, the 
Executive for Administration and Management may give 
verbal authorization for entrance on duty after assuring 
himself that all required processing has been completed. 

, No individual will be accepted for. duty without such notice. 

7* Promotion Proc* ssing P roce dure s 

a 4 Assistant Diroct^-YjbP/ fc T¥|^ hiofs ril1 forward Form 37-3 
to ^ the Personnel Branch, conJvtoiliKFti^ibliont information to indicate com- 
pliance with the policies defined in paragraph 4 above, 

" - 5 - - 
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b. Rceucsts, from field stations for promotion and promotion 
cases v.hich include reassignment mist be accompanied by an cmployco-nre- 
nared position description v hich outline s the duties and responsibilities 
of the higher grade together rith the remarks and certification of the 
immediate "supervisor. The position description should includes 

(1) An original, objective, concrete and factual! word Picture 

, . of the job being Performed. 

(2) The degree of difficulty and responsibility -inherent in 
the position. 

(3) . The nature and -extent ■ of- supervision and of independent 

judgments and; decisions exercised by the incumbent. 

c. After review of -ill factors by the Personnel Dr neb, proper 
disposition of the case ?. ill be made. 

8, Salary Administr ation 

Regular full-time employees and temporary employe os of CIA with 
a regular tour of duty compensated on a per annum basis will be paid in 
accordance with tho follov/ing policy s 

a. Entrance on Duty Salary 

(1) Now/ appointments will bo made at the base salary of the 
grade. (Transfers, promotions, demotions, reemployment, 
and reinstatements are not new appointments within the 
meaning of this regulation. ) 

(2) Employees appointed by transfer, reinstatement or 
reemployment to a position of the same grade bill be permit- 
ted to retain periodic nay increases previously received. 

(3) Employees appointed by transfer, reinstatement, or 
reemployment to a position :‘n a lower grade than last 
held, will receive salaries fixed to allow credit toward 
within-grade promotions for all service in appointment grade 
and higher grades. 

b. Determinin g Sa lary in Case of Prom otion 

(1) Vhen an employee is promoted to a higher grade position, 
ho must be commons ted at the base of the grade if. tho 
entrance salary exceeds any he has previously earned in 
the Federal Service. . 

(2) bhen an employee who has previously received a change 
to a lower gr -.de is promoted, his salary/” will be fixed 
so. as to allot; credit toward vdthin-gradc promotion for 
all previous service in the grade to which ho is being 
promoted or for service in any higher grades, 

'- 6 - 
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0 • ‘ Ohango to Low er Grade 


(1) lo dotcrmins salary in case of n change to lov/cr grade. 

tho enrol oyco ^ be given credit for ell service previously 
performed .in the lower grade and in c.ny higher grades 
previously held. 


(2) Exceptions: The policy outlined above does not apply in 
the following type of eases: 


(a) 


Ern^loyoos vh o h'ivo earned mcritori niiR po y inc.ro as os , 
An employco who has boon given a within- grade pay 
increase because of especially meritorious sorvico 
*?, a r , GVard .-superior accomplishment will . at 
the time ho is demoted, bo permitted to ret£ir~ono 
stop for each such advancement. 


(b) 


— | o., Jlo^ ^radc,, to ac cowt pro b qtional ap point- 
—r 2 - If the change, .to a lower grade is due to employe 
desire to accont probational appointment, ho v ill be 
compensated at ,tho step in, the lower grade v;hich is 
nearest (but not in excess of) the present salary 
in tho higher grade. • 


(c) 


^hdngo to lower grade for disciplinar y reasons. 

If the employee is changed to a lower grade for 
disciplinary reasons, his salary rate win be set at 
the base of the grade to which he is demoted, in the 
absence, of specific Provision to the contrary. 


9 . githin-Grade' Promotin ns 


tn + h „w h ^ n u ofepl T e ocou Kring a classified Position nay be advanced 
c highcr^r uto within his grade, Provided that he has twelve 

scrScc°?or 0 pr'd 0 r G /p r / gr p d w S , ?' 3 ’.T -10 ^ bclov/ or h?s eighteen months 
service for gr,..dos E-4, CAF-11 and above. In addition, the employee must 

have a current efficiency rating of "Good- or better. ^ ° 


, . . W ^ Chicf > Personnel Branch, is responsible for keeping records 

^tiL Fain trf 07 1 salary increase, the Chief, Personnel Branch, will send 

cation S I* 37 ~} 5 ? th ° cmploJreo ' s Mediate supervisor for c'ortifi- 

Sso be m-t Jh + m ?i 0y >l? C ° ndUct is .^tisfaotoiy. Determination will 
also be nv.de that tho efficiency rating is appropriate. 


BPwnmr'r' Provisions exist- for tho advancement by stop promotions for 

KE3SSK! ° ns ” ot BUbieot *° tt0 i>ro ' rl5l “ s - «* 


■ i 

10. Assignment of IAC Detailed Personnel 


/*• shell be thc responsibility of the receiving Office or Staf 
Section to initiate a comploj^^|^p n -all assigned IAC personnel 


- 7 - 
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prior to entrance on duty. The 37-3 (3 conies) shejl be nooom»*nied W 
Personal History. Statement (P copies)., ' on ,i_ oc ..ocomP, nied y 

clo- r -ncc b ‘ ThG PcrS ° nno1 rr '' ,nch •■ill initiate request for security 

v &oprritions and Intra-Agoncy' transfers of IAC Personnel will 

omc°o° Personnel Drench by Form 37-3 , initiated by the appropriate 

11. T ermination 

a. Offices and Staff Sections i ill complete Form Ho, 37-3 for 
employees under their jurisdiction who have submitted resignations, 
stating the reason therof or, together with any explanation or suggestion 

forn h to : thJ°ChiS p GVCnt loss of, the omnlpyo.o, and forward the completed 
iorm to the Chief, Personnel V. ranch, at least two- weeks in advance of the 

aftcr a So n 4?f G: t Up °? receipt of Form No,, 37-3, tho Personnel Branch, 
vftcr pre-oxit interview, in instances in which the employee still wishes 

_o resign, will prooare Clcarcnco Form No. 34-30 indicating thereon the 

routing to be followed for clearance# 

12. Special personnel policies and procedures for personnel onid 
irom unvouchered funds are bovered by sephrats ihstructions , Where 
practicable. the policies’ stated in this Instruction. will govern. 



3NK0ETTER 
Rear Admiral, USN 
Director of Central Intelligence 


DISTRIBUTION: A 


STATINTL 
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CENTRAL INTEIXIGEWCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE- INSTRU CTION 
NO. 


9 December 19b? 


SUBJECT! 


Personnel Policies and Procedures 


RESCISSIONS : Administrative Instruction 
Administrative Instruction 
Administrative Instruction 



|datecl 17 August 19^8 
dated 2$ March l^U? 
dated 11 August 191$ 


REFERENCE 5 


General Order 


|( Re vised), dated 5 October l?!# 


-Genera l P olicy 


a. Authority is delegated by approved statements of 
functional responsibilities., separate specific delegations, 
and. this Instruction to .the Agency officials listed below 
to take implementing action on personnel, actions recommended 
by Assistant Directors and Staff Chiefs (appointment, .employ- 
ment, classification and reclassification of positions, pro- 
motion, demotion, transfer, and separation of individuals ) for 
the Director: 



Executive 
Deputy Executive 
fersonnel Director 
Chief, Administrative Staff 

Chief, Personnel Division, Administrative Staff 
Chief, Special Support Staff . 

Chief, Employees Division, Special Support Staff 
Designated subordinates of the above listed officials 


b, Officials and employees not listed above should not 
discuss personnel actions with individuals to whom such actions 
.Vyrill apply without prior clearance from the appropriate offi- ' 
cial listed above. Such clearance will in no case include 
authorization to make commitments of any nature for actual 
employment or salary, level. Violation of this- policy may result 
in the immediate dismissal of the individual guilty of the 
violation. 


c. No- appointment ''in or promo tion to grades GS-16 and 
above will be made without the prior approval of the Director 
personally* 


C 0 N F IDE N T I 
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2. Frosalyting , 

~~ — a . . Officials, and employe of this Agency, including thoso 
listed in paragraph la above ,•* are • from- discussing em- 

ployment possibilities with any uiiipT6^7u‘oT‘any other government 
agency or employees of the Congress without the presentation of a 
written release for such discussion from the employing agency of 
the individual concerned. 

b, ■■Bio policy stated in paragraph 2a above will also apply to 
intra-agency transfers between Offices and Staff. Sections, except 
in connection with the application of Agency career management 
policies by authorized officials listed in paragraph la above. 

c # It is expected that other government agencies will observe 
a reciprocal non-proselyting policy in dueling with CIA employees* 
Such employees who obtain employment with other government agencies 
without* obtaining prior release may be required to resign in order 
to accept such employment. 

d. In connection wi th the above, there is no objection to the 
officials listed in paragraph la above contacting any other agency, 
when desired by Assistant Directors or Staff Chiefs, to ascertain 
whether a specific individual can be made available for employment 
' by OIL and/' if.no objection is made, to arrange for appropriate . 
interviews and security checks within CIA prior to actual separa- 
tion of such individual from his current employment. 
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3. Definitions 

a. Ihe jurisdiction of each of the Personnel Staffs of CIA is 
defined in published statements of functional responsibility. In 
order to avoid duplication of instructions the term 'Personnel 
Divisions M as used herein will pertain to each of the following 
activities to the extent of its published functions, unless other- 
wise stated: 


Personnel Division., Administrative Staff 
Employees Division, Special Support Staff . 

b. IAC personnel are those individuals detailed for duty with 
CIA from the State Department or the- Department 'of Defense. 

c. Departmental Service includes all*' positions in the' head- 
quarters or central office cf the Agency. 


CONFIDENT! A L 
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U. I nquiri es 

All inquiries either written or verbal, from the. Vfldtu House, 
numbers of the Congress, or Committees of national political parties 
received by any individual or activity of this Agency will bo immedi- 
ately refer red to the honor al Counsel for action and preparation of 
reel y. The General Counsel is s responsible for adequate coordination 
in each casu prior to preparation of reply. 

Gener a l Respon s ibi lities of personn el Div isions • 


Under thu policy guidance of thu Personnel Director and the 
diruct supervision of the Chiefs of the Administrative and Special 
Support Staffs, the Personnel Divisions are responsible for: 


oA Procurement, placement, processing, appointment, promotion, 
demotion, within-grado advances, suspension, and termination of 
individual employees, to meet the stated requirements or recom- 
mendations of Assistant Directors and Staff Chiefs' concerned, or 
mandatory provisions of law and government regulations. 


b. Assisting thu Personnel Director to establish qualifica- 
tion standards for all positions. 

c. - Re comiaending position classification for all positions to* 
the Personnel Director, 


25X1 A 




d* Assisting' the Personnel Director to establish salary* admin- 
istration, efficiency rating and career management programs, and 
for carrying out such programs when established. 

e. Maintaining a current record of authorised vacancies and 
approved procurement requests against such vacancies. 

f. Establishing personnel procurement priorities. 

g. Maintaining continual contacts with potential, .personnel 
procurement sources. 

^ — ' h. Exclusive liaison with the I&S Staff (except by the Execu- 
tive or Personnel Director) relative to personnel security checks 
and clearances. All requests for initiation of and information 
relative to status' of personnel security checks and clearances 
will be channeled through the Personnel Divisions. 

i. Establishing personnel training programs, within specifi- 
cally authorized limitations. • 

j. - Establishing and maintaining retention registers for 

reduction-in-force procedures. . * • 

k. Talcing implementing action on. all disciplinary actions which 
are recommended in writing by Assistant Directors and Staff Chiefs. 

- 3 - 

C ON FIDENTI A L 


\. / 





\ 


i 


3 







■ ( \ 

Approved for Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 1 

C _ 0 _H_ F I n 3 41 T I L 

1. (1) Talcing implementing action on recoim* vended personnel' 

' actions involving grades 05-12 and,. bo low, except, when there 
aro unresolved disagreements yflth,.>*aointont Directors or 
Staff Chiefs concerned. .. • 

(2) Recommending through the personnel Director to the 
Executive action on. personnel actions involving grades 
OS-13 and above. (See .paragraph lc re actions involving 
grades GS-16 and ^bove. The Executive will make recommends-, 
tions to the Director in each such case.) 

(3) Referring all personnel actions through the Personnel 
Director to the Executive where .there is unresolved disagree- 
ment with the Assistant Director or Staff Chief concerned. 

• 6 . Medical Standards 

Initial appointment or reassignment to all positions are sub- 
loot to established medical standards. Inasmuch as the signing of a 
medical waiver by an individual does not relievo the government of its 
liability under the regulations of the Employees Compensation Commission 
no waivurs of physical requirements will be granted. 

7 . M erit and Qualifications of Individuals 

a. The basis for all personnel, actions in the .-.gency will be 
individual qualifications and relative merit. Personal consider- 
ations. family relationships, favoritism, and external. pressures •• 
or considerations will not be permitted to influence such actions. • 
Assistant Directors, Staff Chiefs, and each of the officials . 
listed in paragraph 1 above are personally charged with insuring 
that this policy is effectively exercised throughout the '.gency. 

b. Determination of relative merit and qualifications ’will be 
based on demonstrated ability, personal industry, integrity, 
loyalty, length of service, general efficiency, and background , 
of experience aad education, in comparison with other applicants 
and employees in similar fields and grades. ■ 

c ■ Supervisory personnel, at all. levels must become thoroughly 
familiar with personnel under their jurisdiction to insure the 
just and objective administration of this policy. 

8 . Ini tiation of per s on n el Action s 

a. Assistant Directors and Staff Chiefs .are responsible for 
the initiation of uorsonnel actions on individuals under their 
jurisdiction and for the routing of such-actions to the ' 
'appropriate Personnel Division.' They may designate such 

: C 0 r F I D E N T I A L 
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individuals within their organizations as may be considered 
desirable to sign and forward such actions. The names' of 
individuals so designated, and any changes in such designa- 
tions, will be communicated in writing to the appropriate 
Personnel Division. ’ 

b. Each personnel action requiring action by the Executive 
will be signed personally by the .Assistant Director or Staff 
Chief concerned, 

9 • Relations with the Civil Service Commission . 

a* The Classification Act of 1949 exempts the CIA from 
its provisions. Our personnel program, including position 
classification, appointment, promotion, etc., is carried out 
within the Agency without prior Civil Service Commission 
review. The Director has signed a written agreement with 
the Civil Service Commission to adhere strictly to the 
provisions of the Classification Act in administering the 
Agency personnel program. The Civil Service Commission also 
has agreed to provide advice and guidance whenever called 
upon to do so. 

b. The supervisory and review functions previously 
exorcisod by the Civil Service Commission have been delegated 
to t ho Personnel Director and his Staff fur all Agency personnel 
matters, regardless of their security classification. . 

10, Appointment -Policies and Procedures 


a. Positions are- f illed by direct recruitment rather 
than by certification from the Civil Service Commission, but 
in accordance with established Civil Service procedure, 

b. The following policy, is established for effecting 
appointments to fill vacant positions: 

(1) An individual without prior Government service 
will be carried in a trial period status for the first 

• full year, ■ . 

(2) An individual with prior Government service 

who has sorved under war service or excepted appointments 
will bo required to serve the first six months in a trial 
period status# 

(3) An individual with Civil Service status will be 
appointed by transfer or reinstatement without any time 
limitation or trial period. 
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c. . During the trial’’,. period ’an ‘employe© will roceivo the 
special attention and instruction "required to acquaint him 
with- his duties and to develop his ability to perform* his 
work in the most satisfactory manner.., After a fair and : full 
trial period an employee will be terminated if his services* 

do not meet Agency standards. An employee with veterans’ prefer- 
ence or Civil Service status >v/ill bo -'accorded all rights and 
privileges granted him under the Veterans Preference Act of 
1944; ^ amended, and Civil Service rules and regulations, ’ 

(These privileges are subject to special final authority granted 
to the Director by. the. National Security ^ -Act of 19^*7 ; > ,).* Und*o r 
certain conditions , it is possible for employees to achieve 
permanent Civil Service status while serving in this Agency. 

The Standard Civil, Service regulations will be. followed in . 
each instance, after initial clearance has boon received from 
the Personnel Relations Branch, Personnel Division. 

d. The following procedures are established for processing 
individuals for employment within CIA: . 

(l) Assistant Directors and Staff Chiefs shall transmit 
Rocruitmont Requests in the original and three copies to 
tho Personnel Division as requisitions to fill authorized 
vacancies, A Personnel Action, Roquost (Form No, 37-3 or 
37-1) in quadruplicate shall bo forwardod to tho Personnel 
Division as a requisition for actual employment of an 
individual. In order to initiate security clearance a. 
Personnel Action Request may be submitted against a position 
currently filled, providing the office, concerned informs 
the Personnel Division on the form of tho approximate dato 
that tho present incumbent will vacate the position, 

. (2) /ui Application for Employment and a Personal History 

Statement will bG obtained by tho Personnol Division and 
forwarded with a Referral Shoet to the appropriate office * 
After careful review, the file will bo returned to tho 
Personnel Office with request for personnel action or 
reason for rejection. 

(a) Final selection or rejection of applicants 
for positions above grade GS-5 or equivalent shall 
normally rest with the appropriate Assistant Diroctor 
or Staff Chief, subject to, qualifications .review by the 
Personnel, Divisions'; The Personnel Chiefs may refer • 
to the Executive through tho Personnel Diroctoir-, acceptance 
or rejection casos which they believe are not warrantod. 

(b) Final authority for . the .selection and assignment 
of an omployeo in grade. GS-5 .or . equivalent, and below, 
shall rest with tho Chiefs, Personnel Divisions. 

- 6 - - 
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(c) All assignments >aro subject to tho security 

approval of tho Inspection and Security Staff, 

(3) Upon tho rocoipt of a Porsonnol Action Roquost 
the Porsonnol Division will, make an offer of employment 
to tho individual concornod (subject to satisfactory 
security clearance), and upon indicated acceptance will 
initiate action for socurity cloaranco, 

(4) Tho Porsonnol Division will notify the office 
concornod of tho fniluro of an individual to receive 
socurity cloaranco and will take , appropriate action to 
inform tho individual of his rejection. 

(5) Tho Porsonnol Chiefs will contact oach individual 
(including dotailod IAC porsonnol) relative , to ontranco 

on duty. An individual as signod to a porsonnol pool will 
bo instructod to report to duty by tho Personnel. Division, 
following socurity cloaranco. Each individual (including 
dotailod IAC porsonnol) roporting for duty will presont 
to tho appropriate Assistant Diroc tor or Staff Chief 'a 
written notice from tho Porsonnol Division stating that 
ho has boon fully cleared and assigned for duty. . A copy 
of this notice will bo furnished tho Inspection and Security 
Staff by tho Porsonnol Division, In extraordinary circum- 
stancos tho Exocutivo or tho Personnel Director, may givo 
verbal authorization for ontranco on duty after assuring 
that all required processing- has boon complotodo No indi- 
vidual will bo accept od for duty unless ono of the above 
provisions has boon mot. 

• Promotion Policies and Procedures 


a. An omployoo may bo promoted to a highor grado subject 


(1) Existonco of a suitable vacancy, 

(2) Complete qualifications; of tho individual for 

the- vacancy. * ....... * . 

(3) Completion of 90 day detail, period to ...position 
GS-7, or above. Incumbents of positions lower than GS-7 
must have assumed the duties of the position; to which they 
are being promoted. Prior to. the time, of detail, they must 
meet testing requirements and qualification standards for 
the recommended position. No employee shall be detailed 
to. a- .position allocated higher than one grade above the 
position which he currently occupies. These stipulations 
do not constitute a barrier to promotion of an individual 
whose position has been reclassified to a higher grade. 

CONFIDENTIAL 
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(4) Submission of a Personnel Action Request to the 
Personnel Division indicating the exact position and the 
date tho employee is detailed in order that ho may rooeivo 
crodit for tho detail periods The form must indicato the 
allocated position that will .bo occupied, 

(5) Evidence of an efficiency rating as follows: 

(a) GS-4> equivalent, and bolow - Good or bettor 
■for six months procoding promotion, 

(b) GS-5 through -GS-13 or equivalent - Vary 
Good or Excellent for six months preceding promotion. 

(c) GS-14- and abovo - Excellent for ono year 
preceding promotion. 

b. Promotions, arc limited to ono grade except in casos 
whoro no intormbdiato grades have boon rocognizcd,' 

c. Aftor considering all tho factors indicatod above, 
tho 'recommending and approving author it ios will uso tho 
following table as a guido in determining appropriate timo 
in grade for promotion purposes: 


gs ‘ : 

CPC 

Timo in Grade 

: 1 

1 


2 

2 

3 months 

3 

3 



4 


4 

5 


5 

6 

6 months 

6 

7 


7 

• 3 


8 

9 

9 months 


10 


9 



10 


12 months 

H 


15 months 

12 


18 months 

23 


■ 21 month's 

14 . 


24 months- 
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do Assistant Directors and Staff Chiefs shall forward 
to tho Porsonnol Division* a Porsonnol Action Ro quo st contain- 
ing sufficient information : 'to indicate compliance with the 
policios dof inod in paragraph above. 

o. A roquost from a field station for a promotion must- 
bo accompanied by a Position Description prepared’ by tho , 
cmployoe, which outlines ’tho dutios and responsibilities boing 
porformod, togothor with remarks and certification of tho 
immediate superior. In tho caso of a px^oposed position in 
the fiold service the description- will bo proparod by the indi- 
vidual who is most familiar with tho duties and responsibilities 
to bo performed. Tho description must includo: 

(1) Factual description of tho work being, porformod, 

(2) A statomont of dogroo of difficulty and responsi- 
bility inhororit in the position. 

(3) An account of tho nature and oxtont of supervision, 
independent judgmont and decisions oxercisod by tho incum- 
bont, 

f. Upon rocoipt of a roquost for a promotion in tho dopart- 
montal sorvico the Personnel Division will audit the position 
involved in ordor to dotormino tho lovol of difficulty, responsi- 
bility, and grado at which tho individual is performing to 
ascertain whether he should rocoivo a promotion. 

g 0 An employee occupying a classifiod position will bo 
advanced to tho noxt highor stop within his grade, providing 
that ho has 52 weeks of service without an equivalent increase 
in pay for grades GS-10 and bolow or 78 wooks service for 
grades GS-lland abovo. In addition tho omployoo must havo 
a current" off icioncy rating of Good or bottor and a satisfactory 
conduct report. 

12. Intra-Agency Transfor Policy 

A Porsonnol Action Request for intra-agency transfor will 
bo proparod by tho offico to which tho omployoo is boing transferred. 
Tho Personnel Division will coordinate with the I&S Staff whore 
appropriate, 

13. Assignment of IAC Porsonnol 

a. It shall bo the responsibility of tho receiving offico 
to initiate a completed Personnel Action Request on all IAC 
porsonnol (including citation of the allocated position). 

b. The Personnel Division will initiate a roquost for 

security clearance 0 : 

. -9- 
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o. Upon receipt. of. security clearance tho individual 
will bo called to duty by tho Porsonnol Division and will ’ 
bo assigned to the requesting office,. 

d. IAC personnel will not bo allowod to work in restricted 
buildings until they are- given a statement, by the Porsonnol 
Division certifying that .all provisions for assignment havo 
boon mot, ' . • • , • 

o. Separations and intra-agoncy transfers shall bo roportod 
to tho Porsonnol. Division on Porsonnol Action Roquost in tripli- 
cate, initiated by tho appropriate office, Tho Porsonnol Divi- 
sion will coordinato with, .tho I&S Staff whoro appropriate, 

14. Salary Adminis t ration ; . 

. a 0 Regular full-timo employoos end tomporary omployocs 
of tho Agency with a regular tour of duty componsatod on a por 
annum basis will bo paid in accordance with tho following 
policy: 

(1) Entrance on Duty Salary 

■ (a) Now appointments will bo mado at tho baso. 

salary of tho grado* (Transfers, promotions, domotions, 
ro -employment, and reins tat omonts oro not now appoint- 
ments within tho meaning of tho requirement*) 

(b) Employcos appointed by transfer, roinstato- 
mont or ro-enploymont to a position of tho same grade 
will bo permitted to retain poriodic pay increases 
previously received, 

(c) Employcos appointed by transfer, reinstate- 
ment, or re-employment to a position in a- lower grado 
than last hold will receive s alar ios fixod to allow. ■ 
crodit toward within-grado promotions for all service 
in appointment grado and higher grades, 

(2) Determining Sala ry in Case of Promotion 

(a) When an omployoo is promoted to a higher grado 
position ho will bo componsatod at the lowest rate of 
such highor grado which excpedffhis .existing rate of 
compensation by not loss than ono-step increase of the 

; grado from which promoted*., • 

(b) When an . omployoc who has previously rccoived 
a change to a lower grade is promotod, his .salary will 
bo. fixed so as to- allow credit toward within— grado 
promotion for all previous sorvico in tho grade to.- 

which ho is being promoted or for sorvico in any highor grados 

-lo- . 
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salary J.n Case of Chango to Lowor G rrvrln 


, ^ | , To dotormino salary in’onso of a change to 

Xowor gtado, the employee may bo given credit for all 
sorvxco previously porformod in: tho’lowor grado and 

biebor f ados Previously hold. . If the employee's 
-alaiy in the lowor grado is within a ono-stop rongo of 
his former rate ho will bo componsatod at tho stop in 
tho lowor grado which is nearest his prosont salary. 


. Exceptions: Tho policy outlinod abovo does 

not apply in tho following typos of casos; 


Employoos who have oarnod meritorious, - 
pay ^ increases. An omployoo who has boon givon 
a within-grado pay incroaso bocauso of especially 
meritorious sorvico or as a reword for suporior 
accomplishment will bo permitted at tho time ho 

13 domotod to retain ono stop for each such advance- 
ment. 


Employoos who change to lowor grades to 
ac cop t probation al appointment. If the change 
to a lowor grado Is duo to omployoo »s dosiro to 
accopt probational appointment, ho will bn compen- 
sated at the step in tho lower grado which .is 
noarost (but not in excess of) tho present salary 
m tho higher grado. 


• Employoos who wore changed to lower grades 

for disciplinary roasons. If tho omployoo is 
changqd to. a lowor grado for disciplinary reasons, 
his salary rato will bo sot at tho base of the 
grade to. which he is domoted in the absence of 
specific provision to tho contrary. 


nlQ „ b ;,. 11 Ih0 s ^lary policy now in effect for classified employees 
also will apply to ungradod employees with respect to: (l) 
entrance on duty, (2) promotion, ( 3 ) change to lower grado, 

U; probational appointment, and ( 5 ) disciplinary action. The 
term "stop increase" will be used for ungraded positions in 
aicu of periodic, pay increase" for classified positions. 


(1) An employoc transferring from a classified position 
■t°. m ^graded position will. do. so without loss in salary 
unless his classified salary was above the top stop of the 
ungraded job to which ho is being assigned. 


An - ungraded employee who receives a conduct and 
efficiency, report of Satisfactory or highor will rocoivo 
a step increase after the first six months of ungraded 


- 11 - . 
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sorvico and ^annually, thoraaf tor .until tho top- stop has 
. boon rodchod.' Th'o salary for omployoos transferring 
. botwoon gradod and ungraded positions will bo dotorminod 
after considering tho waiting poriod olapsod' and whether 
or not on oquivalont increase is, involved. 

(3) An omployoo in. an ungraded position will havo 
an opportunity to o'arn stop increases as a result of meri- 
torious sorvico arid- suporior' accomplishments. 

15* Caro or Management 

a, Tho carocr managomont program of tho Agency is dosignod 
to provide from within: 

(1) A source of wo 11 qualified individuals to fill 
vacancies as thoy occur. 

(2) A systom whereby individuals may qualify and bo 
promoted to more rosponsiblo positions through training and 
dovolopmont within tho Agency. 

b. It is Agency policy that vacancies will bo filled by 
thc^bost qualified employee available within tho Agoncy. Tho 
basic considerations for promotion will bo provon ability and 
merit r 

16. Pe rsonnel Status Reports 


a. Assistant Diroctors and Staff Chiefs shall submit to 
the Personnel Division a Porsonnol Information Report (Form No. 
37—6) with copy to I&S Staff when an omployoos 

I ■ '• ' 

(1) Changes his nano, homo or offico address, or homo 
or offico tolophono number. 

(2) Is separated from tho Agency by transfer, resigna- 
tion, or enters the military sorvico from civilian omploy- 

. mont. 

b. In addition to tho -abovo a Porsonnol Status Report (Form 
Ho. 3C-7) shall bo submitted following any change in an omployoo *s 
marital status. The original of the form will be routed to tho 
Porsonnol Division and a . copy to tho Chiof, I&S Staff. 

17. Termination and Final Cloaranco 

a. Each employee* will obtain clearance prior to final pay- 
mont , Cloaranco will bo obtainod on a Final Payment Cloaranco 
Shoot (Form Ho a 34-30) whon an omployoe is being terminated, 
leaving for overseas duty, granted leave without pay for a 
poriod in excess of 60 calendar days, or being transferred to 

. ' - 12 - 
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or from confidential fund status, 

b, Tho Porsonnol Division will bo notifiod by Porsonnol 
Action Roquost at loast ono wook prior to tho offoctivo dato 
of tho roquost. Upon roooipt of tho Porsonnol Action Roquost 
tho Porsonnol Divisions will malco nocas 3 ary arrangomonts for 
an exit intorviow and for final cloaranco, will direct tho 
omployoo to tho Inapoction and Socurity Staff for socurity 
cloaranco, and will thon obtain tho additional required cloaranco 
by tolophono, obtain tho omployoo *s signaturo, and diroct tho 
omployoo to deliver tho form to tho applicable payroll offico. 
IJhon tho omployoo is unavailable all action indicated will bo 
takon oxccpt procurement of tho ,onployoo*s signaturo, 

c. Tho Chief of a fiold offico will: 

(1) Do-brief tho omployoo and socuro all identifica- 
tion or credentials issued by CIA, 

(2) On tho Final Paynont Cloaranco Shoot conploto 
certification blocks "offico to which assigned" and 
"Security Branch", 

(3) Obtain employee* s signaturo and forwarding addross. 

(4) Forward tho form to the Porsonnol Division through 
established channols. 


IS, Those regulations will govern gonorally all porsonnol actions 
of this Agoncy, both overt and covert, and will be applied to the 
fullest possiblo oxtont in carrying out specific provisions of Confi- 
dential Funds Regulations covoring covert porsonnol actions. 



Roar Admiral, USN 
Director of Contral Intolligonco 


DISTRIBUTION: A. 


-13- 

C 0 N F I D E N T I A L 



\../ 

25X1 A 

25X1 A 

25X1 A 


25X1 A 


^ | Approved For Release 2001/09/04 : CIA-RDP81-0072gl^0^qpojK)005| 

CON FIDS N T I A L 


CENTAL INTELLIGENCE AGENCY 
Washington, D. C. 




AD’ilKISTRATIVE IMS, 
NO. 



21 December V)b9 


SUBJECT: Personnel Folicies and Procedures 


Administrative Instruction 
indicated below: 


la ted 9 December ipk9 is amended as 


1« General Policy 
x # 


b. There is no objection to officials of the Agency not listed 
in paragraph l.a discussing with prospective applicants the possi- 
bility of their availability for employment by CIA. Such discussions 
vail in no case include commitments of any nature for actual employ- 
ment or salary level. .i violation of the policy relative to corarait- 
ments for employment or salary level may result in immediate dismis- 
sal of the individual committing the violation. 


# # *):- & # 


2, Proselyting 


a. except as indicated in paragraphs l.b and 2.d, officials and 
employees of this -gency, including those listed in paragraph l.a 
above, are prohibited from discussing employment possibilities with 
any employee of any other government agency or emnloyees of the 
Congress without the presentation of a written release for such 
discussion from the employing agency of the individual concerned. 


5. General Responsibilities of Personn el. Divisions 


K K X X 


„■ p h ' 5xc ?- u sive liaison with the r&S Staff (except by the Executive 
Personnel Director) relative to personnel security checks and 
clearances in connection with initial employment by Cl A. All re- 
quests for initiation of and information relative to status of such 
personnel security checks and clearances, will be channeled through 
the Personnel Divisions. y 


FOR THE DIRECTOR OF CENTRAL INT ELL IGENCE: 


DISTRIBUTION: A 


executive 
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31 October 19^6 


I . . . C 

0 

P 

CENTRAL INTELLIGENCE ^ _ Y 

C. IL A. ADMINISTRATIVE Mlt) 

TRANSFER OP PERSONNEL WITHIN CI&A 


STATINTL 


I. All personnel employed by or assigned to 04A are 
advised that they are not permittedto seek a position or assignment 
in another Office of CIA without the prior written approval of the 
Assistant Director, his Deputy, or his Executive Officer. 

II. Similarly, Offices are requested not to interview nor 
to seek the transfer of personnel assigned to other Offices within 
CIA unless the individual presents such written permission to seek 

a newposition or assignment. 

III. In any case, all Requests should be cleared with the 
Chief, Personnel Division, Personnel and Administrative Branch, 
prior to the issuance of the approval required. 


FOR THE DIRECTOR CP CENTRAL INTELLIGENCE: 


Deputy Exei 



Administration 


STATINTL 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE INSTRUCITON 
NUMBER WtM 


17. August 19U8. 


SUBJECT: Personnel Policies and Procedures 

Recisions 


, dated 31 October I 9 U 65 N 
u3 December 19^6 and 10 


,tive Instructions 

I ctober 19^7 respectively^ . 

land Amendment No* 1, dated 2l| april 19u7 anr 
September 19b7 respectively ; - 

dated h December 19U7 5 *- — — * 

dated 30 Juno 

MemoiSm dated h FebAiaiy 19h7, Su^act: PoHcy Governing 


Clas silica non ui «o *** — 

Directors of all Offices and Chief of Coordinating ^ 

and planning Staff* 


1 # personnel Branch Responsibilities 


a. The Personnel Branch, l&M, is responsible for performing the 
following functions with respect to procurement, processing, position 
classification and termination of personnel: 


(1) Maintaining a current record of authorized vacancies 
and approved requisitions. 


(2) Establishing priorities for recruitment . on. an agency- 
wide basis. • ’ 


(3) Maintaining constant contact with potential recruit- 
ment sources. 


(U) Contacting and negotiating with individual applicants 
for employment* - 


■(<). Coordinating with 'the Executive for Inspection and 

security in connection' with initiating ana expediting 

security clearances for prospective employes. 


(6) r '’inally approving all personnel actions for grades 
(6) and below. Grades P-6, CAF-13 and above 

reulix'e the approval of the Executive Director or in 
his absence the Executive for administration and 


Management « 


1 7 ) Classification and allocation, of positions to appro- 
^ ' nr i ate serYice^.^acte and class, and for determining 

Kw<fSMBw09» ? osltlons no i 5 '“' 1 * ct “ 

thy provisions ox the Classification f*ct. 
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(8) Processing All .personnel .actions including appoint- 
ments, in tra- agency transfers, promotions, demotions, 
within- grade promotions, and separations. 

(9) Providing an employee relations program to protect 
and stimulate employee interest and to serve as a. 
medium for management-employee relationships. 

(10) . -All. disciplinary’ action will be considered and acted 

f upon by the Personnel Branch, based upon written 

' ' charges prepared by, the operating agency -and signed 
by the Assistant Director or Staff Chief concerned. 

(11) Establishing and operating a testing and training 
program to improve the selection and performance of 
employees. 

(12) Maintaining liaison with T the Dept, of State and the 
armed forces for the purpose. of administratively 
supporting detailed IAC personnel. 

(13) Providing a comprehensive medical program to insure- 
the health and physical well-being of all employees. 

b. The personnel.; ^Branch, AM, performs constant liaison with 
the Civil Service Commission on all matters requiring Civil Service’ 
approval, such as classification of positions, efficiency ratings, 
certification of employees from Civil Service registers, etc. 

2. Basis for personnel Actions 

a. . Assistant Directors and Staff Chiefs are responsible for 
insuring against personnel actions affecting individuals under their 
supervision which are not based purely on relative merit. Emphasis 
on relative merit extends throughout all personnel matters, including; 
procurement, assignment to duty, promotions, Vs r ork allocations, leave 
determinations, etc. Merit shall be considered as including; demonstrated 
ability, personal Industry, integrity, loyalty, comparative length of . 
service, arid comparative general efficiency. 

b. Supervisory personnel must become so thoroughly familiar 
with the personnel tinder their jurisdiction and their utilization 
that they will recognize any contrary tendency and take, appropriate 
action immediately. 

3 • Policies for Appointment 

a. All CIA positions are filled under ’’Schedule A” authority 
by direct recruitment rather than by certification from the Civil 
Service Commission. However, all positions are filled in accordance with 
established, Civil Service procedures. 

b. The following policy is, established for effecting appoint- 
ments to fill vacant positions; 

■ - 2 - 
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(1) 


RESTRICTED 


Individuals without prior Government service will bo 
given an oxceptcd appointment under M Schodule Al' and 
will be required to servo tho first full year of 
service in a trial poriod status. 


( 2 ) 


Individuals with prior Government service who have served 
under war service or excepted appointments will be Riven 
an excepted appointment under "Schedule A" and will 'bo 
required to sorve tho first six months of service in 
a trial period status. 


(3) 


Individuals with Civil Service status will bo appointed 
by transfer or reinstatement to positions without any time 
limitation or trial period. 


• ?! ?? ring the trial period the employee will receive the 

special attention and instruction reouired to acouaint him with his 
d ! ™ d to dev,3l °P his ability to perform his work in the most 

Un it + v A f tGr 3 fair nnd ful1 trlal Period, an employee 
will be terminated if his services dp not meet Agency standards. 

Employees with veteran*, s preference, or Civil. Sorvice status will bo 
accordecJ all rights and privileges granted them under the Veterans 
Preference Act of 1944, as amended, and Civil Service rules and regula- 


to: 


4# PronioMpn Policies 

a. Civilian employees may be promote! to higher grades subject 


(l) Existence of a suitable vacancy. 


(2) Complete qualification of tho individual for the vacancy. 


(3) 


Proven and demonstrated ability to perform the duties 
of the ntxt higher grade for a minimum period of . ninety 
days in positions classified at grades CAF-7 or P-2 
and ^ above. This does not constitute a barrier to promotion 
of individuals whoso positions have been reclassified to 
higher grades. 


(4) 


In order that the employee may receive 'credit for the 
demonstration period the office concerned will submit 
Form 37-3 to the Personnel Branch indicating the date 
the employee is detailed to a position classified at 
a higher grade. 4 


( 5 ) 


For a poriod of 6 months preceding;, tho promo tiont / n 


A Good or Better effeciency rating for grades up to 
CAF-4 .and equivalent; Very Good or Excellent effeciency 
rating f °k to 13 or equivalent. For 

grades CA|^^J|i^^c|igj^bove an Excellent effeciency 
rating is required. 


-3- 
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b. Promotions arO l'irited to, one grade except in those cases 
where no intermediate grade ha s', been 'Established. 

c. After considering all the factors indicated above, the 
recommending and approving authorities will use the following table as 

a Ridel e in determining appropriate tire in ^rade for promotion purposes: 


SF 


CAP 


CPC 







3 months 


(ii 6 months 


9 months 


#i< 12 month s 

_ # . _15.,..mon ths^'_ 

...IB^ months 

_ months. 

_ ^ 24. ron t hs _ Ji 


5 • I n bra-Agency tran sfer. Policy 

a. Employees ray not seek reassignment vyib 1 in. CIA without the 
prior written approval of the ^hief, Personnel 1 ranch, or his* authorized 
representative . ^uch s.p > rcva.l will ^e b sec upon the recommendation of 
the appropriate Assistant director or -.Staff ' Chief • 

b. Supervisory personnel ; may not interviev; or seek the transfer 
of personnel without written approval described in 5s above. 

6, Appoin tme nt Process ing Procedures 

a, Che followin'^, procedures ore established for the processing 
of individuals for employment within CIA 

(l) Assistant Directors and u toff Chiefs will transmit 

Re crui tmen t Request Form bo. 37-c in duplicate to the 
Personnel branch as reads itions to. fill authorized vacancies 
end forward Personnel Action Recuest Form bo. 37-3 In 
cuadruplicate to the Personnel Branch as requisitions 
■for. actual employment of an individual selected. In 
order to commence security clearance, personnel actions 
may be submitted against positions already filled, 
providing the office concerned informs the Personnel Branch 
on the 37~3 that the 'resent incumbent is vacating the 
>. . position and the approximate date that the position will 

become vacant, * 

. - 4 - ‘ ' 
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( 2 ) a . Forms Ho. $7" ana personal History Statement Forms Ho. 

36-1 will >o obtained by tho Personnel r ranch and will 
be forwarded to a -oroprinte offic.cs within* CIA. If 
interested, the officer wiTl indicate to the Personnel 
Branch the? posStiop to which tho individual \ 
assigned. Final selection or rejection, abovo grndo 
CAP-5, v/ ill rost v/i t.V the appropriate Assistant Director 
or S : aff Chief. However, the Chief / Personnel Branch 
will refer to tho Executive for A&M any rejection case 
which he believes is not warranted. 

b. Final authority for the ..selection and assignment of 

\ employees' in. grade OAF- 5, eruivnlent grades and wage rates 
and below, rests with i he Chief, Personnel 2r me h and 
consequently such cases are rot referred to Assistant 
Directors or Staff Chiefs for action. 

c. All personnel assignments are subject to tho Security 
approval of the Executive for I & S . 

(3) Unon the -recer.ot of Form No. 37-3, the Personnel' Branch 
will make an offer of employment to the individual 
concerned, subject to satisfactory security clearance, 
and uoon indicated acceptance, will initiate action for 
security clearance. Under no circumstances will either 
grade or salary be. specifically included in the offer; 

(4) The Personnel Branch will notify the office concerned of 
the failure of individuals to receive security clearance and 
will take appropriate', action to inform the individual of 
his rejection. 


(5) The Executive for Ldmirdstr ti on and . Fanagement , or the 
Chief, Pusonnci .Branch, x ill contact all individuals 
(including detailed IAC personnel) relative to • entrance 
on duty. Individuals assigned to ersornel pools rill be 
instructed to report for duty in the various offices by 
the Chief, Personnel Branch, following security clearance. 
Each individual, including assigned IAC personnel, 
reporting for duty will present to the appropriate Assistant 
Director or Staff Chief a written notice form the Chief, 
personnel Branch, stating that such individual has been 
fully cleared arid.. is assigned for duty,* A cony of this 
notice will be furnished the Executive for Inspection 
and. Security, In extraordinary circumstances, the 
Executive for Administration: and Management may give 
verbal authorization for entrance on duty after assuring 
himself that all required processing has been completed;. 

No individual will be accented for duty without such notice. 

7 • -Promotion .Processing. Proc e dures 

a. Assistant Direcicu?a, 4 iBd| Chiefs will forward Form 37-3 

to the Personnel Branch, information to indicate com- 

pliance .with the policies .defined in ■narngranh 4 above. 

-5- ■ 
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b. -.Rccucots . from field etati ons for promotion . r.nd promotion 
oases which include reassignment 'must be accownied by an cmoloyco-pro- 
onrtd position description rhlch outlines the duties ind rssnonsibiliti.es 
of the higher grade together t ith the remarks and certification of the 
immediate supervisor. Thb position description should include: 

(1) An original, objective, concrete &nd factual word Picture 
of. the job being performed .. 

(2) Tho degree of difficulty and responsibility inherent in 
the position, 

( 3 ) The nature .and extent of ’supervision and of independent 
judgments end decisions exorcised by the incumbent. 

c. After review of , ill factors by the. Personnel Dr neb, oroner 
disposition of the case ill be made. 


D. Salary Administr ation 

Regular full-time 'employees and. temporary employees of CIA with 
a regular tour of duty compensated on ?. per annum basis will be paid in 
accordance with tho following policy, 

•a. Entrance on D uty Sa lary 

(1) Now appointments will be made at the base salary of the 
grado. (Transfers, promotions, dcnotions, reorployment, 

• and re ins t a temonts are not new appointments within the 
meaning of this regulation.) 

( 2 ) Eivploycos appointed by transfer, reinstatement. or . 

reemployment to a position of the same grade vill be. permit' 
ted to retain periodic nay increases previously received. 


( 3 ). Employees appointed by transfer, reinstatement, or 

ro employment to a position :n a lower grade than last 
held will receive salaries fixed to allow credit toward 
within-grp.de promotions for all service in appointment grade 
and higher grades. 

b. Determini ng Salary In C as o of b.ron Lotion 

(1) . ;Vhcn an employee is promoted to a higher grade position, 

he must be compqns ted at the base of the grade if the 
entrance salary exceeds any 'he has previously earned in 
the Federal Service. : J " t 

(2) vhen an employee who has previously, received a change 
to a lower gride is promoted, his salary will be. fixed 
SO as to allow credit’ towArd; .with inr grade promotion. for 
all previous service in the grade to which he is being 

• . promoted or -for service- in any hip her. grades. 
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c . Determining Sal^^i h 1 rage? o f Ohango to Lower Grade 

(1) To determine salary in ease of n change to lower grade, 

the cm] oyco may bo given crodit for nil servipe previously 
performed in the lower grade and in any higher grades 
■ previously held. 

(2) Exceptions : The policy outlined above does not apply in 
the following typo of eases: 

(a) Employees who h‘ivo earned meritori ous pa y increases . 

An employee v/ho has been given a within^grado pay 
increase because of especially meritorious service 

; . 1 or as a ..reward for superior accomplishment will , at 

tho time ho is demoted,, bo permitted to retain one 
stop for each such advancement. . 

(b ) Change to lower grade t o acco st pro b ational appoint- 

k flpntV If the change .to a lower grade is due. to employee's 

desire to accent probational appointment, ho rill be 
compensated at the step in the lower grade which is 
nearest (but not in excess of) the prosont salary 
in tho high r grade. ■. 1 , 

w ( c ) . Change to lower grade for . disciplinary reasons. 

If the employee is changed to a lower grade for 
disciplinary reasons, his salary rate will be set at 
tho base of the grade to which he is demoted, in the 
absence of specific Provision to the contrary. 

9. Irithin-Grade. Promotions 

a. An employee f occupying a classified position may be advanced 
to th® next higher 'rito within his grade, provided that he has twelve 
months of service for grades P-3, CAF-10 and below or h?s oightcon months 
service for grades P-4, CAF-11 and above* In addition, tho employee must 
have r. current efficiency rating of "Good" or better. 


b. The Chief, Personnel Branch, is responsible for keeping records 
to ^ determine when employees are eligible for within-grado promotions. 

Prior to the actual salary increase, the Chief, Personnel Branch, will send 
r citing Form No. 37-105 to the employee's immediate supervisor for certifi- 
cation th.t the employee's conduct is satisfactory. Determination will 
also be made that the efficiency rating is appropriate. 

c. Provisions exist for the advancement by stem promotions for 
personnel occupying Positions not subject to the provisions of the 
Classification Act. 

10. Assignment of IAC Detailed Personnel 

a. It shall be tho responsibility of the receiving Office or Staff 
Section to initiate a C ° mPlC ^^^|^Y^[3 n ^ assigncd IAC P crGonncl 

, “ 7 * 
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prior to entrance on duty. The 37-3 (3 copies) shall be accompanied v y 
Personal History Statement (2 copies). 

by The Personnel Branch * ill initiate request for security 
clearance. 

c. Separations and Intru-Agcndy transfers of IAC personnel will 
bo reported to Personnel Branch by Form 37-3, initiated by the appropriate 
office. 

11. Termination 

a. Offices and Staff Sections i ill complete Form Mo. 37-3 for 
employees under their jurisdiction who huvo submitted resignations, 
stating the reason therof or, together with any explanation or suggestion 
which may hole to 'revent tho loss of the omployco, and forward tho completed 
form to tho Chief, Personnel Branch, at least two weeks in advance of the 
separation date. Upon receipt of "Form Mo. 37-3, the Personnel Branch, 
after pre-exit interview, in instances in which the employee still wishes 
to resign, will procure Clearance Form Mo. 34*30 indicating ‘thereon the 
routing to be followed for clearance. 

12. Special personnel policies and procedures for personnel paid 
from unvouchcred funds are covered by v separate instructions • Whore 
•practicable, the policies 1 stated in this Instruction* will govern. 


ff. H.' hillsmkostter 

Rear Admiral, USN • • . 
Director of Central Intelligence 

DISTRIBUTION: A 
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C 0 N F I D E jjf T I A L 

CENTRAL INTELLIG EW GiS AGENCY 
Washington, D. C. 

ADMINISTRATIVE INSTR UCTION 9 December 191+9 

SUBJECT: Personnel Policies and Procedures 

RESCISSIONS: Administrative Ins tructior^^^^^Bdated 17 August l?li8- 
Administrative Ins true tior^^^^^^H dated 2 $ March 1?U7 
Administrative Instructior^^^^^^^ dated 11 August 19k9 

REFERENCE? General Order .■■M(llevised-) , dated 5 October 1 9h9 


lm General Poli cy 

a. Authority is delegated by approved statements of 
functional responsibilities, separate specific delegations, 
and this Instruction to the Agency officials listed below 
to take implementing action on personnel actions recommended 
by Assistant Directors and Staff Chiefs (appointment, employ- 
ment, classification and reclassification of positions, pro- 
motion, demotion, transfer, and separation of. Individuals ) for 
the Director: 

Exe cutive 
Deputy Executive 
Personnel Director 
. Chief, Administrative Staff 
Chief, Personnel Division, Administrative Staff 
Chief, Special Support Staff 

Chief, Employees Division, Special Support Staff 
Designated subordinates of the above listed officials 





b. Officials and employees not listed above should not 
discuss personnel actions with individuals to whom such actions 
will apply without prior clearance from the appropriate offi- 
cial listed above* Such clearance will in no case include 
authorization to make commitments of any nature for actual 
employment or salary level. Violation of this policy may result 
in the immedi ate dismissal of the individual guilty of the 
violation* 

c. No appointment in or promotion tn grades GS-16 and 
above will be made vdthout the prior approval of the Director 
personally. 


COIJFID S N T I A L 
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2. Proselyting 

a. Officials and employee s' of this Agency, including those 
listed in paragraph la above, are ^rohj.biWl from discussing em- 
ployment possibilities with any e]n]7l6yo™oT*any other government 
agency or employees of the Congress without the presentation of a 
written release for such discussion from the employing agency of 
the individual concerned, 

b. The policy stated in paragraph 2a above will also apply to 
intra-agency transfers between Offices and Staff Sections, except 
in connection with the application of Agency career management 
policies by authorized officials listed in paragraph la above. 

c. It is expected that other government agencies will observe 
a reciprocal non-pro seating policy in dealing with CIA employees. 
Such employees who obtain .employment with other government agencies 
without obtaining nrior release may be required to resign in order 
to accept such employment, 

^ d. In connection with the above, there is no objection to the 
officials listed in paragraph la above contacting any other agency, 
when desired by Assistant Directors or Staff Chiefs/ to ascertain 
whether a specific individual can be made available for employment 
by GIL and, if no objection is made, to arrange for appropriate 
interviews and security checks within CIA prior to actual separa- 
tion of such individual from his current employment, 

3. Definitions : 


25X1A 


.a, The jurisdiction of each of the Personnel Staffs of CIA is 
defined in published statements of functional responsibility. In 
order to avoid duplication of instructions the term "Aersonnol 
Divisions as used herein will pertain to each of the following 
activities to the extent of its published functions, unless other- 
wise stated: • 

Personnel Division, Administrative Staff 
Employees Division, Special Support Staff 

b, LuC personnel are those individuals detailed -for duty with 
CIA from the State Department or the Department of Defense. 

c. Departmental Service includes all oositions in the head- 
quarters or central, office of the Agency. , 



- 2 - 
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in I nquirie s 

. /‘ll inquirios either written' or verbal, from I, ho v/hito House, 
numbers of the Congress, or Committees of national political orrtioa 
rocoivcKhby anr individual or activity of this Agency will bo irnmedi- 
uly referred to the General Counsel for action and preparation of 
i.iply. The uonjral Counsel is responsible for adequate coordination 
in each case prior to preparation of reply. 

5. General Respons ib ilit i es of Person n el D ivisions 

, Under the policy guidance of the Personnel Director and the 
direct supervision of the Chiefs of the Administrative and Special 
oupport Staffs, the Personnel Divisions are responsible for s 

A Pro^ n t, placement, processing, appointment, promotion, 

,r i H?v t ^ n, 1 Vat ^ n - Erad0 . ac ’ Vanc<JS , suspension, and termination of 
i idual employees, to moot the stated requirements or recom- 
mendations of /.s sis tan t Directors and Staff Chiefs concerned. or 
mandatory provisions of law and government regulations. • 

+ , rt b - assisting the Personnel Director to establish qualifica- 
tion standards for all positions, 

+h , ^comending position classification for all positions to 
the Personnel Director. L 

istrition 85 ^?^ th ° P ^ onn °i ^ructor to establish salary admin- 
istration, oflicicmcy rating and career management pro prams, and 
for carrying out such programs when established. 

e. Maintaining a current record of authorized vacancies and 
approved -orocuromunt requests against such vacancies, 

f. Establishing personnel procurement priorities. 

proouremont^ourcos. 00n ^ inua ^ oonbacb s with potential: personnel 

h. Exclusive liaison with, the I&S Staff fur^nt w +u fJ ^ ■ ■ 

£d cl-ranc- n0l -fi r r° tor \ r > ativ ' J to P^sonnJl security checks" 
r latdv f tn oP + ' lll y oquosts *°r initiation of and information 
porsonnol security • checks and clearances 
wlJ - j - be channeled through the Personnel Divisions# 

e=lly'n„Xogzif2l£S”f 

ro ’ l ” l, ’ e r0tj " ti0n 

k. Talcing implementing action on all disciplinary actions which 
•re ******* in „iti„ E by timeto™ and sS SilS° 


c 0 N F I D 2 M T I A L 


. ■> <V. 
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1. (1) Taking impL,menting action on recommended personnel 

actions involving grades OS-12 and below, .except when there 
aro unresolved disagreements with Asoistpnt Directors or 
Staff Chiefs concerned . 


(2) Recommending through the Personnel Director to the 
Executive action on personnel actions involving grades 
OS- 13, and above. (See paragraph lc re actions involving 
grades OS-16 and above. The Executive will make recommenda- 
tions to the Director in each such case. ) 


(3) Referring all' personnel actions through the Personnel 
Director to the Executive where there is unresolved disagree- 
ment with the Assistant Director or Staff Chief concerned. 


Medical Standards 


Initial appointment or reassignment to all positions are sub- 
ject to established medical standards. Inasmuch as the signing of a 
medical waiver by an individual does not relieve the government of its 
liability under the regulations of the Employees Compensation Commission, 
no waivers of physical requirements will be granted.’ 


Merit and Qualifications of Individuals 


a. The basis for all personnel actions in the Agency will be 
individual qualifications and relative merit. Personal consider- 
ations, family relationships, favoritism, and external pressures 
or considerations will not be permitted to influence such actions, 
assistant Directors, Staff Chiefs, and each of the officials 
listed in paragraph 1 above are personally charged with insuring 
that this policy is effectively exercised throughout the Agency. 


b. Determination of relative merit and qualifications will be 

based on demonstrated ability, personal industry, integrity,' 
loyalty , length of service, general efficiency, and background 
of experience and education, in comparison with other applicants 
and employees in similar. fields and grades. 


, c : . Supervisory personnel at all levels must become thoroughly 
familiar with personnel under their jurisdiction to insure the 
just and objective administration of this policy. 


Initiation o'f Personnel Actions 


.. a. ^assistant- Directors and Staff Chiefs are responsible for 
thu initiation of personnel actions on individuals under their 
jurisdiction and for the routing of such actions to the 
appropriate Personnel Division. They may designate such 


C ONF I D 3 N T I A L 
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dei^nM al + Wi , thin tboir organizations as may be considered 
JndivS 1 i t0 Sl f n “ d forward such actions. The names of 
tiSl d vS? r deJJlgnatedj and “V- changes in such designs- 

ln “ rttl ” e to * h * 

ull1 b ; o Each personnel action requiring action by the Executive 
Chief conSed! SrS y ^ th ® Assistant Director or Staff 

9. Mationa with the C ivil Service Commission 

®* T h ® Classification Act of 1949 exempts the CIA from 
S^f?T 1S J-? na * 0ur Personnel program, including position 
u^- if +u at A 0n> appointment » Promotion, etc., is carried out 

within the Agency without prior Civil Service Commission 

Mrecbor has signed a written agreement with 
the Civil Service Commission to adhere strictly to the 
provisions of the Classification Act in administering the 

P ^ gra ?' • The Civil ServiGQ Commission also 

? Q ! d t ?rovide adviCQ md guidance whenever called 
upon iso clo so. 

J 3 * * P 1 ® supervisory and review functions previously 

to +£n S p d by th ® gdvil Ssrvice Commission have been delegated 
to the Personnel Director and his Staff for all Agency personnel 
matters, regardless of their security classification. 3 ^ 

10 * Appointmon t_Policies and Procedures 

+ a : Pos i t i ons J arQ filled by direct recruitment rather 

-f, i0n f r ° m the Civil Servicc Commission, but 
m accordance with established Civil Service procedure. 

b. The following policy is established for effecting 
appointments to fill vacant positions: 

^ iudiyiduul without prior Government service 
will be carried in a trial period status for the first 
full year. 

(2) An individual with prior Government service 

!Imr S ° rV ? d 1 f ldor war ser vico or excepted appointments 
will bo required to servo the first six months in a trial 
ponoa status, 

(3) An individual with Civil Service status will be 

appointed by transfer or reinstatement without any time 

limitation or trial period. 
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c. During the trial period an employee will roceive the 
special attention and instruction required to acquaint him 
with his duties and to develop his ability to perform his 
work in the most satisfactory manner.- After a fair and full 
trial period an employee will be terminated if his services 

do not meet Agency standards. An employee with veterans' prefer- 
ence or Civil Service status will be accorded all rights and 
privileges granted him under the Veterans Preference Act of 
.1944, as amended, and Civil Service rules and regulations.- 
(These privileges are subject to special final authority granted 
to the Director by .the National Security Act of 1947.) Under 
certain conditions, it is possible for employees. to achieve 
permanent Civil Service status while serving in this Agency. 

The Standard Civil Sorvico regulations will be followed in 
each instance, after initial clearance has boon- rocoived from 
the Personnel -Relations Branch, Personnel Division, 

d. The' following procedures, 'are established for processing 
individuals for employment within CIA: 

(1) Assistant Directors and Staff Chiefs shall transmit 
Rocruitmont Requests in tho original and throe copies . to 
tho Personnel Division as requisitions to fill authorized 

- vacancies. A Personnol Action Request (Form Wo, 37-3 or 
37_l) £n quadruplicate shall bo forwarded to the Personnol 
Division as a requisition for actual employment of an 
"individual. 'In order to initiate security clearance a 
Personnel Action Request may be submitted against. a position 
currently filled,, providing the office concerned informs 
tho Personnel Division on the' form of the approximate dato 
that tho present incumbent will vacate the position. 

(2) An Application for Employment and a Personal History 
Statement will bo obtained by tho Personnel Division and 
forwarded with a Roferral, Shoot to tho appropriate office. 

After careful roviow, the file will bo returned to tho 
Personnol Office with request for personnel action or 
reason for rejection, v • 

(a) Fi na l soloction or rejection of applicants 
for positions above grade GS-5 or equivalent shall 
normally rest .with- tho appropriate Assistant Director 
or Staff Chief, subject to. qualifications review by the 
Personnel Divisions. The Personnel Chiefs may refer 

to tho Executive through tho Personnel Director, acceptance 
or rojoction cases which they believe are not warranted. 

(b) Final authority for the selection and assignment 
of an employee. in grade GS-5 or equivalent and below, 
shall rest 'with the Chiefs, Personnol Divisions, 

- 6 - 
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(c) All assignments aro subject to tho socurity 

approval of tho Inspection and Socurity Staff , 

(3) Upon tho rocoipt of a Porsonnol Action flaquo3t 
tho Porsonnol Division will mako an offer of employment 
to tho individual concerned (subject to satisfactory 
socurity clearance), and upon indicated acceptance will 
initiate action for socurity cloaronco. ■ 

(4) Tho Personnel Division will notify tho office 
concornod of the failure of an individual to rocoivo 
socurity clearance and will tako appropriate action to 
inform tho individual of his rejection. 

(5) The Porsonnol Chiefs will contact oach individual 
(including dotailod IAC porsonnol) relative to ontranco 

on duty. An ; individual assignod to a porsonnol pool will 
bo instructed to report to duty by tho Porsonnol Division, 
following socurity clearance. Each individual (including 
dotailod IAC porsonnol) reporting for duty vail presont 
to tho appropriate Assistant Director or Staff Chiof a 
written notice from the Porsonnol Division stating that 
ho has boon fully cleared and assigned for duty. A copy 
of this notice will bo furnished tho Inspection and Socurity 
Staff by tho Porsonnol Division. In extraordinary circum- 
stances tho Executive or the Personnel Director may givo 
vorbal authorization for ontranco on duty aft or assuring 
that all requirod processing has boon complotod fc No indi- 
vidual will bo accoptod for duty unless one of the above 
provisions has been mot. 

11. Promotion Policios and Procedures 

a. An omployoo may bo promoted to. a highor grado subject 


(1) Existonco of a suitable vacancy. 

(2) Complete qualifications of the individual for 
the vacancy. 

(3) Completion of 90 day dotail period to position 
GS-7, or. above. Incumbents. of positions lower than GS-7 
must have assumed the duties of the position to which they 
are being promoted. Prior to the time of detail they must 
meet testing requirements and qualification standards for 
the recommended position. No employee shall be detailed 
to a position allocated higher than one grade above the 
position which he currently occupies. These stipulations 
do not constitute a barrier to promotion of an individual 
whose position has been reclassified to a higher grade, 
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(4) Submission of a Personnel Action Roques t to the 
Personnel Division indicating the exact position and the 
date the employee is detailed in order that he may, rocelve 
credit for tho detail period. The -form must indicate the 
allocated position that will be occupied. 

' (5) Evidonco of an efficiency rating as follows: 

(a) GS-4> equivalent , and bolow - Good or bettor 
for six months preceding promotion, 

(b) GS-5 through GS-13 or equivalent - Vory 
Good or Excellent for six months preceding promotion, 

(c) GS-14 and above - Excellent for one year 
preceding promotion. 

b. Promotions aro limited to one grade oxcopt in cases 
whore no intermediate , grades have boon rocognizod. 

c. After considering all tho factors indicated above, 
tho recommending, and approving authorities will use tho ‘ 
following table as a guide in dotormining appropriate time 
in grade for promotion' purposes : 


GS 

CPC 

Timo in Grade 

1 

1 


2 

2 

, 3 months 

3 

3 



4 . ; 


4. ■ 

5 


5 

6 

6 months 

6 

7 


7 

8 


8 

9 

9 months 


10 


9 



10 


12 months 

... 11 * 


15 months 

12 


IB months 

13 


21 months 

14 


. 24 months 
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/distant Doctors and Staff Chiefs shall forward 
to tho Porsonnol Division a Porsonnol Action Roquost contain- 
ing sufficient information to indicate compliance with tho 
policios dofinod in paragraph # above. 

0 . A roquost from a field station for a promotion must ' 
bo accompanied by a Position Description prepared bv tho 
•omployoo, which outlinos tho duties and responsibilities being 
porformod, togothor with remarks and certification of tho 
immediate suporior.. In tho case of a proposed position in' 
Sift 1 , s ? rvico . t ho- description will bo prepared by the indi- : 

wh ° 13 ^ostfaniliar with tho dutios and responsibilities 
to bo porformod, Tho description must include: 

(l) Factual description of tho work being porformod, 

f stat01n0nt of degree of difficulty and responsi- 
bility inherent in tho position. \ 

. (3) An account of tho naturo and extent of supervision, 

independent judgmont and decisions oxorcisod by tho incum- 
bent* 

fr Upon roccipt of a roquost for a promotion in tho dopart- 
monta.1 sorvico the Personnel Division will audit , the position 
involved in ordor to dotormino tho lovol of difficulty, responsi- 
bility, and grado at which tho individual is performing to 
ascertain whether ho should rocoivo a promotion, 

g. An omployoo occupying a classified position will bo 
advanced to tho next higher stop within his grade, providing 
that ho has 52 wocks of sorvico without an equivalent increase 
in pay for grades GS-10 and below or 78 wooks service for 
grades GS-11 and abovo. In addition tho employee must havo 
a current off icioncy rating of Good or bettor and a satisfactory 
conduct report. * 

12. Intra-Agency Transfer Policy 

A Porsonnol Action Request for intra-agency transfer will 

? ffic ?.*° which tho omployoo is boing transferred. 
Tho Porsonnol Division will coordinate with the I&S Staff whore 
appropriate. 

13. Assignment of IAC Porsonnol 

, It shall be tho responsibility of tho receiving offico 

to initiato a complotod Porsonnol Action Roquost on all IAC 
porsonnol (including citation of tho allocated position). 

b. Tho Porsonnol Division will initiato a roquost for 
security clearance, . 

' ' -9- 

c_0 i: F I D E N T I A T. 



Approved For ^1 /g9^p4f GJA^JDFgl -00728R0001 000 10005-8 


c. Upon receipt of socurity clo aranco tho individual 
will bo oallod to duty by the. Porsonnol Division and will 
bo assigned to tho . requesting office, 

d, IAC porsonnol will not bo allowod to work in rosbrictod 
buildings until they arc given a statement by tho Porsonnol 
Division cortifying that all provisions for assignment havo 
boon mot, 

o. Separations and intra-agoncy transfers shall bo roportod 
to tho Porsonnol Division on Porsonnol Action Roquost in tripli- 
cato, initiated . by tho appropriate .off ico, Tho Porsonnol Divi- 
sion will coordinato with tho I&S Staff whoro appropriate. 



cl o 

of tho 

annym 

policy 


Regular full-time omployoos and temporary omployocs 
Agoncy with a regular tour of duty componsatod on a por 
basis will bo paid in accordanco with tho following 


(l) Entranco on Duty Salary 

(a) Now appointments will bo mado at the base 
salary of. tho grado. (Transfers, promotions, demotions, 
ro-omployraont, and roinstatoments aro not now appoint- 
ments within tho meaning' of tho requirement J 

(b) Employoos appointed by transfer, reinstate- 
ment or ro-cnploymont to a position of tho same grade 
will bo permitted torotain poriodic pay increases 
previously received. 


(c) Employoos appointed by transfer, reinstate- 
ment, or rc-cmploymqnt to a position in a lower gra o 
t han last held will recoivo s alar ios fixed to allow, 
crodit toward within-grado promotions for all service 
in appointmont grado and highor grados. 


(2) • TVi-hoym-ining Salary in Case of Promotion 

(a) Whon an employoo is promoted to a- higher grado 
position ho will be compensated at the lowest rato of 
such higher grado which oxcoodshis existing rate- of 
compensation by not. loss. .than ono-stop increase of the 
grade from which promoted. 


(b) When an employee who has previously received 
a change to a lower grade is promoted, his salary will 
bo fixed so as to allow credit ' toward within-grado 
promotion for all previous service in the grade to 
1 , . , , . _ 1 _• -Pnr* srtrvico in any 11 
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jj- (3) Dotoymining Salary in Caso of Ohcmgp to Lower Grade 

I (a) To dotormino salary in enso of a chango to 

| ' lowor grado, tho omployoo may bo given credit for all 

f sorvico proviously porf ormod in tho lowor grado and 

1 in any highor grados proviously hold. If tho omployoo ! s 

\ salary in tho lower grado is within a ono-stop rango of 

I his former rate ho will bo componsatod at tho stop in 

| iho lowor grade which is noaro3t his prosont salary. 

(b) Excoptions: Tho policy outlined above docs 
not apply in tho following typos of casos: 

1. Employoos who havo oarned meritorious 
pay incroasos. An omployoo who has boon givon 

a within-gradc pay incroaso bocausc of ospocially 
meritorious sorvico or as a reward for suporior 
accomplishment will bo pormittod at tho timo ho 
is domotod to retain ono stop for each such advanco 
mont. 

2, Employoos who chango to lowor grados to 
accept probational appointment. If tho chango 
to a lowor grado is duo to employee* s dosiro to 
accept probational appointment, he will bo compon- 
satod at tho stop in tho lowor grado which is 
noarost (but not in oxcoss of) tho present salary 
in tho highor grado. 

i 2* Employoos who woro changod to lower grados 

for disciplinary reasons. If tho omployoo is 
changod to a lowor grado for disciplinary roasons, 
his salary rate will bo sot at tho ba,so of tho 
grado to which ho is demoted in tho absoncc of 
specific provision to the contrary. 

b. . Tho salary policy now in offoct for classified omployoos 
also will apply to ungraded employoos with respect tos (l) 
ontranco on duty, (2) promotion, ( 3 ) chango to lower grade, 

( 4 ) . probational appointment, and (5) disciplinary action. The 
term M stop incrcaso" will bo usod for ungraded positions in 
lieu of "periodic pay incroaso" for classified positions. 

; (l) An omployoo transferring from a classified position 

i to an ungraded position will do so without loss in salary 

i unloss his classifiod salary was above tho top stop of tho 

| ungraded job to which ho is boing assigned. 

(2) An ungraded omployoo who receives a conduct and 
efficiency report of Satisfactory or highor will rocoivo 
a stop increase aftor the first six months of ungraded , 
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.sorvico and , annually tharoaftor until the top stop has 
boon reached, Tho salary for omployoos transferring 
botwoan gradod and ungradod positions will- bo determined 
oftor considering tho Waiting p'oriod olapsod and whothor 
or not an oquivalont incroaso is involvod. 

(3) An onployoo in an ungradod position will havo 
an opportunity to oarn step incroasos as a result of meri- 
torious sorvico and suporior accomplishments. 



a. The caroor managomont program of tho Agoncy is dosignod 
to provide from within: 

(1) A source of woll qualified individuals to fill 
vacancies as they occur* 

(2) A system whereby individuals may qualify and bo 
promotod to more responsible positions through training and 
dcvolopmont within tho Agency* 

b. ’ It is .Agency policy that vacancies will bo filled by 
tho.bost qualified omployoo availablo within tho' Agoncy. Tho 
basic considerations for promotion will bo provon ability and 
merit* 

16. Personnel Status Reports • 

a. Assistant Directors and Staff Chiefs shall submit to 
tho Porsonnol Division a Personnel Information Hoport (Form No. 
*37-6) With copy to I&S Staff when an omployoos 

(1) Changos his nano, homo or off ico address, or home 
or office telephone number* • 

(2) Is separated from the Agency by transfer, resigna- 
tion, or enters the military service from civilian employ- 

• ment* 

? n ^^■’kion the abovo a Porsonnol Status Report (Form 
No. .38-7) shall bo submitted following" any chango in an cmployco 
marital status. The original of the form will be routed to the 
Personnel Division and a copy to tho Chief, I&S Staff. 

17. Termination and Final Clearance 

a. Each employee will obtain £ lo arcin' o prior to final pay- 
ment. Clearance will bo obtained bn a Final Payment Clearance 
Sheet (Form No. 34-30) when an employee is boing terminated, 
leaving for overseas duty, granted • leave' without pay for a 
period in excess of 60 calendar days, or being transferred to 
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or from confidential fund status, 

,„ + ^* - Th0 Porsonnol Division will bo notifiod by Porsonnol 
Aotion Roquost at loast ono wook prior to tho offoctivo dato 
rtnpy 0qU °iV Upon receipt of the Porsonnol Action Roquost 
tho Porsonnol Divisions will make nocossary arrangements for 
nnnir^n tatorviow 011(1 for final cloaranco, will diroct tho 
omployoo to tho Inspection and Security Staff for socurity 

^ vf 1 , 1 t i\ on obtoin tho additional required cloaranco 
by tolophono, obtain tho omployoo^ signaturo, and diroct tho 
ompioyoo to dolivor tho form to tho applicablo nayroil offico. 
When tho omployoo is unavailable all action indicated will bo 
token oxcopt procurement of tho omployoo 's signaturo. 

c. Tho Chief of a field offico will: 

(1) Do-brief tho omployoo and socuro all idontifica- 
tion or credentials issuod by CIA, 

^ Paymont Cloaranco Shoot complete 

certification blocks "office to which assigned" and 
"Socurity Branch", 

(3) Obtain onployoG»s signaturo and forwarding address, 

(4) Forward the forn to the Porsonnol Division through 
established channels, 

~ ^ Those regulations will govern generally all porsonnol actions 

+ “goncy, both overt and covert, and will be applied to the 
ullost possible extent in carrying out spocific provisions of Confi- 
dential Funds Regulations covering covert porsonnol actions. 



fHLESHKCETTER 
Roar Admiral, USH 
Diroctor of Contral Intelligence 
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STATINTL 


STATES GOVERNMENT 


TO 

• Exeoutive 

FROM s Management Officer 


DATE: 20 Ootobor 19k9 


SUBJECT: 


1# ™ 8 Administrative Instruction is a rewrite of present 

instructions by the Personnel Director. Major additions arei 


(Page*9)* nC * U3i011 ° 1 "' P ara S ra Ph on oareer management. 


b. Tightening of instructions regarding assignment 
of IAC personnel. (Page 7) 


o. Change in grade level from CAF-5 to CAF-7 for •- 
direot assignment by Personnel without reference to offioe 
oonoerned. (Page 1+) 


74 


2. This Offioe ooncurs with the above changes. Authorisation 
for Personnel to make assignment to inolude grade CAF-7 without 
reference to the office concerned is sound in principle. All assien- 

on^os^f ° n - th f baSiB ° f Speoifio requisitions and are based^ 

" 30ript i Ons which have boatt mutually agreed on. In 

yllTX k ib haS been found that ° rfi0 * s are not thoroughly 

> 8atiaf i«d with the present direct assignment of CAF-5 and below. 6 Y 

( l heso fa ®ts_are brought to your attention as it is not felt the 
^Management Officer has authority to make final deoision in the matter. 


r».r. liV h8 suggestion of this Office, the Instruction has been 
rearranged to group like subjeots such as Promotion Policies and Pro- 
cedures, Appointment Polioies and Procedures, etc. The previous 
Instruction contained these related subjects in widely scattered 
paragraphs • * 
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signature and direct the employee to deliver the form to 
the applicable payroll office of the Budget Office. When 
the employee is unavailable all action indicated will be 
taken except procurement of the employee's signature. 

c. The CIA Headquarters and Headquarters Detachment and 
the Naval Administrative Command will take similar action in 
the case of military personnel . 

e. The Chief of a field office will: 

(1) De-brief the employee. 

(2) Complete certification blocks "office to which 

assigned" and "Security Branch" . 

(3) Obtain employee's signature and forwarding address. 

(4) Forward the form to the Personnel Office through 


■established , channels 
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STATINTL 


s 


'ATINTL 


RESCISSION^’, Acted 
1948 


SUBJECTS Personnel Polioies and Procedures. 

nistratiy o Instruction 

tl[ I •Jif’ U**L*>U\ 1*1 *t 7 ***~^ 

1. Responsibilities and Functions of the Personnel Officer . 

a. The Personnel Officer only shall be directly responsible for 


date d 17 Aug ust 


performing the principal functions of the Agency with respect 


to procurement, placement, processing, position classification, 
salary administration, personnel relations and termination of 
employees. These personnel activities shall be performed by 
other offices only upon specific delegation by proper authority, 
b. The Personnel Office is responsible for: 

(1) Maintaining a current record of authorized vacancies ; 
and approved requisitions. 

(2) Establishing qualifications standards for all posi- 
tions in OIA. 

(3) Establishing priorities for recruitment on an agency- 
wide basis. 

(4) Maintaining constant contact with potential recruit- 
ment sources. 

(5) Contacting and negotiating with individual applicants 
for employment. However, no person employed within the 
Department of National Defense, Department of State, Atomic 
Energy Commission, or other executive department or agency. 
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or on a Congressional staff shall be interviewed or consid- 
er ed for employment within the Agency without a written 
notice of availability signed personally by the chief of 
the branch currently employing the person. No commitments 
relative to employment or salary will be made by other bhan 
the authorized personnel representative. There will be no 
discussion concerning employment with this agency without 
prior clearance of the contact with the Personnel Office^ 


-a* — ™ - n. 

^rJLt A-*- T* 

(6) Requesting all personnel security clearances, 7$it re- 
quests for information relative to personnel security 


clearances as well as the initiation of requests for person- 


r*a t/ * 


/<? ZA 


nel security clearance will be^tlirough the Personnel Office. 


(7) Approving finally all personnel actions for grades 

f** to O 

PJBJ CAP-12 and below. Grades P*^, CAF-M and above require 


the approval of the Executive or ; in his absence, the Deputy 
Executive. 

(8) Determining and approving for the Agency, service. 




series, grade and salary for all positions including classi- 
fied, ungraded, and consultant positionsy A assuring uniform- 


ity of classification allocations throughout the agency. 

(9) Processing all personnel actions including appointments, 
intra-agency transfers, promotions, demotions, within-grade 
promotions, and separations. The Personnel Officer only ^ 
will terminate or suspend employees whenever such act i is 


\ m 
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necessary and appropriate. 

(10) Establishing and operating a testing and training 
program to improve the selection and performance of employ- 
ees, 

(11) Establishing and maintaining retention registers for 
reduction in force procedures. 

(12) Providing a personnel relations program to protect 
and stimulate employee interest and to serve as a medium 


for management employee relationships. 



(“13) , 


o v i s i^^ts o ati v^Inst^ 
Sub j e ava, And- Pay . 


(l&) Reviewing and acting upon all disciplinary actiong 
based upon written charges prepared by the operating office 
and signed by the Assistant Director or Staff Chief con- 
cerned • 


(lS) Maintaining liaison with the Department of State and 


the , Armed-Por oe s for the' purpose of administratively sup- 


porting detailed IAC personnel. 

(16) Provided comprehensive medical program to promote the 
health and physical well-being of employees. 

(17) Maintain A constant liaison with the Civil Service Com- 
mission on all matters requiring Civil Service approval* 
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2. Basis for Personnel Actions. 
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a# Assistant Directors and Staff Chiefs are responsible for 

actions affecting individuals under the ir 
supervision., ^ U- 

Emphasis on relative mo^^^tonds^h^^h^t^^^^sonn^r 


tStT 


matter s ,^ncluanng~prw6ureinent, assignment to duty, promotions, 
lassignmonts,, i^aw-^etewHuiaiijins , «4». Merit shall be 


£ % 0 ^- 





Ct^T 


3. 


considered as including demonstrated ability, personal indus- 
try, integrity, loyalty, comparative length of service, and 
comparative general efficiency. 

b. Supervisory personnel must become thoroughly familiar with 
the personnel under their jurisdiction and their utilization 
m order bfcat-theyij^^ 

f W<> 


f -flpp- ’ r -<^ — >■ . '-P t ( 

a. CIA positions are filled under "Schedule A" authority by 
direct recruitment rather than by certification from the Civil 
Service Commission. However, positions are filled in accord- 
ance with established Civil Service procedure. 

b. The following policy is established for effecting appoint- 
ments to fill vacant positions: 

(l) An individual without prior Government service will be 
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Givon an oxcoptod appointment under "Schedule A" and will 
be carried in a trial period status for the first full year. 

(2) An individual with prior Government service who has 
served under war service or excepted appointments will be 
given an excepted appointment under "Schedule A" and will 
be required to serve the first six months in a trial period 
status. 

(3) An individual with Civil Service status will be ap- 
pointed by transfer or reinstatement without any time limita- 
tion or trial per ioj^*' 


c. During the trial period an employee will receive the special 
attention and instruction required to acquaint him with his 
duties and to develop his ability to perform his work in the 
most satisfactory manner. After a fair and full trial periods 
an employee will be terminated if his services do not meet 
Agency standards. An employee with veterans • preference or 
Civil Service status will be accorded all rights and privileges 
granted them under the Veterans Preference Act of 1944, as 
amended, and Civil Service rules and regulations. (These 
privileges are subject to special final authority granted to 
the Director by the National Security Act of 194*) 
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4« The following procedures are established for ^ile^procossing 
yS ^ individuals for employment within CIA: 

( 1 ) Assistant Directors and Staff Chiefs shall transmit 
Jdrm No. 37-8 in the original and six copies to the Person- 
nel Office as a requisition to fill an authorized vacancy. 

' ^^^ad^TioTte shall be forwarded to the 

Personnel Office as a requisition for actual employment of 
an individual. Jin order to initiato security clearance, a 
Stsr^may bo submitted against a position currently filled, 
providing the office concerned informs the Personnel Office 
on the glzSTthe approximate date that the present incumbent 
•4r& vacat:0£ the position. 

(2) Standard Form 57 and Form No. 38-1 will be obtained 
by the Personnel Office and forwarded with Form No. 37-9 to 

the appropriate office. If the office is interested, it 

• will indicate to the Personnel Office the position to which 
the individual 7/ill be assigned. 

(a) Final selection or rejection of applicants for 
positions above grade OAF-5 and* equivalent shall 

rest •with the appropriate Assistant Director or Staff 
Chief. However, the Personnel Officefmay refer to the 
Executive any rejection case v/hich he believes is not 
warranted. 
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(b) Final authority for the selection and assignment 
of an employee in grade CAF-5 or equivalent and below, 
shall rest with the Personnel Off ice^nd-*^^ 

sno b n e l vn n~r rre n ot referred to , An n j,n_tnnt Dirnntnrff— 
s-^or^aertion • 

(c) All^ersonnel assignments are subject to the 
seourity approval of Inspection and Security.^ 

(3) Upon the receipt of the Personnel Office^ 


will make an offer of employment to the individual concerned, 
(subject to satisfactor^security clearance*') and upon indi- 


cated acceptance will initiate action for security clearance. 



(4) The Personnel Office will notify the office concerned 
of the failure of an individual to receive security clear- 
ance and will take appropriate action to inform the indi- 


vidual of his rejection. 

(5) The Executive or the Personnel Officer will contact 
each individual (including detailed IAC personnel) relative 
to entrance on duty. An individual assigned to a personnel 
pool will be instructed to report to duty by the Personnel 
Officer, following security clearance. Each individual 

«U<k» M ^ 

(including IAC personnel) reporting for duty vail present 

to the appropriate Assistant Director or Staff Chief a writ- 
ten notice from the Personnel Officer, stating that he has 
been fully cleared and assigned for duty. A copy of this 
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notice will be furnished Inspection and Security by the 
Personnel Offico. In extraordinary circumstances, the 
Executive may give verbal authorization for entrance on 
duty after assuring himself that all required processing 
has been completed. No individual will be accepted for duty 
unless one of the above provisions has been met. 

(6) The Personnel Office only shall request information 
directly from Inspection and Security concerning the status 
of the security clearance of a prospective employoe. In- 
spection and Security shall not provide this information to 
any other office. All inquiries of this nature shall be 
directed to the Personnel Office. 

P^ojaobion Policies^jJ 

a. employee mey be promoted to . high.,- gr.de to, \ 

(1) Existence of a suitable vacancy. 

(2) Complete qualifications of the individual for the 
vacancy. 



(3) Completion of 90 day detail period to position CAF-7, 
P-2 or above. On lower grado po s it ion/ 1 employee must have 
assumed duties of position to which he is being promoted. 
Prior to the time of detail he must meet testing require- 
ments and qualification standards for the recommended posi- 
tion. No employee shall be detailed to a position 
allocated higher than one grade above the position which he 
currently occupies, and in no event shall the detail exceed 

• A 

180 days. These stipulations do not constitute a barrier 
to promotion of an individual whose position has been re- 
classified to a higher grade. . •• 

U) Submission of Fur ffl , by the office concerned to 

the Personnel Office indicating the exact position and the 
date the employee is detailed in order that he may receive 
credit for the detail period. The ^^nust indicate the 
allocated position that will be occupied. 

o'f £ cod or (jC- ? r 

(5) Evidence of avx^od^r~*4^tter- efficiency rating for six 

.. . . ' - [ if/. ■ ’• A 

■ ■ equivalenti^Yorv Good.. Of. T5w.nl 1 fen* Oi v. mnn+Vio •Pnvi 



A. A 
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b, Promotions are limited to ono grade except in a case where 
no intermediate grade lias been recognized, 

c. After considering all the factors indicated above, the 
recommending and approving authorities will use the following 
table .as a guide in determining appropriate time in grade for 
promotion purposes: 


p 

SP 

CAP 

CFC 

Time in Grade 


1 

2 

1 

2 

1 

2 

HrrWb months 


3 

3 

3 



4 


4 


1 

5 

6 

4 

5 

5 

6 

months 



6 

7 


2 

7 

8 

7 

8 

8 

9 

MiwL months 




10 


3 


9 

10 


Xatilve months 

4 


11 


months 

5 


12 


18 months 

6 


13 


21 months 

7 


14 


24 months 


Assistant Directors and Staff Chiefs shall forward to the 
Personnel Office^ Storm Ho ., . 57 ,, »5 containing sufficient informa- 
tion to indicate compliance with the policies defined in para- 
graph 4 above. 

A request from a field station for promotion must be ac- 
companied by a position description on Standard Form JXff. 75, 
prepared by the employee, v/hich outlines the duties and responsi 
bilities being performed, together with remarks and certifica- 
tion^ of the immediate superior* In case of a proposed position 
in the field service, the description will be prepared by the 
individual who is most familiar with the duties and 








Wl- 


rlM 
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responsibilities to be performed. The position description 
should include: 

(1) An objective, concrete and factual description of the 
work being performed. 

(2) A statement of degree of difficulty and responsibility 
inherent in the position. 

(3) An account of the nature and extent of supervision, 
independent judgment and decisions exercised by the. incum- 
bent. 

^ Upon receipt of a request for promotion in the departmental 
service, a job audit will- be made in order to determine the 
level of difficulty, responsibility, and, thereby, the grade at 
which the individual is performing. 


ft' ^ em P lo y° s occupying a classified position will be advanced 
to the next higher step within his grade, provided that he has 
twelve months of service for grades P-3, CAP-10 and below or 


\ 


has eighteen months service for grades P-4, CAP- 11 and above. 

f CLa, 'W tctvw^T" 


5 * Intra-Agency Transfer Policy . 

a. An employee shall not seek reassignment within CIA without 
the prior written approval of the Personnel Officer, or his 
authorized representative. Such approval will be based upon 
the recommendation of the appropriate Assistant Director or 

Staff Chief. 


\ 


b * ^rX. 1 . 8 . 0 ^ P ersonnel shall not interview or seek the trans- 


£2£..\g£_.PrP' s - 0 -^ n ?:t without the written approval described in 5a 


above • 







tu /U~ L^X^\y~' k'-V-t 
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responsibilities to be performed. The position description 
should includes 

(1) An objective, concrete and factual description of the 
work being performed. 

(2) A statement of degree of difficulty and responsibility 
inherent in the position. 

(3) An account of the nature and extent of supervision, 
independent judgment and decisions exercised by the incum- 
bent. 

^ Upon receipt of a request for promotion in- the departmental 
service, a job audit' will be made in oi. der to determine the 
level of difficulty, responsibility, and, thereby, the grade at 
which the individual is performing. 


** employoe occu Pying a classified position will be advanced 
to the next higher step within his grade, provided that he has 
twelve months of service for grades P-S, CAP-10 and below or 
has eighteen months service for grades P-4, CAP-11 and above. 

6— 4-V. 


\ 





5# 'S ntra-Agency Transfer Policy . 

a. An employee shall not seek reassignment within CIA without 
the prior written approval of the Personnel Officer, or his 
authorized representative. Such approval will be based upon 
the recommendation of the appropriate Assistant Director or 
Staff Chief. . 

b * shall not interview or seek the t ran s- 


\ 


£. e - r -t°£ P ersg.nne J. without the writ tenappr oval described in 5a 


above. 
— 

.V \ 

L. 


..o f - 1 


c r YjpU~t*s 


:8 

ri 


;-3 

I 


j !# 

J ■ 
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fo* Salary Administration, 

a. Regular full-time employees and temporary employees of CIA 
with a regular tour of duty compensated on a per annum basis 
will bo paid in accordance with the following policy* 

* U) Entrance on Duty Salary 

Now appointments will be made at the base salary 
of the grade. (Transfers, promotions, demotions, re- 
employment, and reinstatements are not new appointments 
within the meaning of this requirement.) 

(b) Employees appointed by transfer, reinstatement or 
reemployment to a position of the same grade will be 

permitted to retain periodic pay increases previously 
reoeiyod. 

(c) Employees appointed by transfer, reinstatement, 
or reemployment to a position in a lower grade than 
last hold will receive salaries fixed to allow credit 
toward within-grade promotions for all service in ap- 
pointment grade and higher grades. 

(2) Determining Salary in Case of Pr omotion 

(a) lr/hen an employee is x>romoted to a higher grade 
position, he must be compensated at the base of the 
grade if the entrance salary exceeds any he has prev- 
iously earned in the Federal Service. 

(b) When an employee who has previously received a 
change to a .lower grade is promoted, his salary will 
be fixed so as to allow credit toward within-grade 
promotion for all previous service in the grade to 
which he is being promoted or for service in any 
higher grades. 

(3) Determining Salary in Case of Change to Lower Grade 
(a) To determine salary in case of a change to lower 
grade, the employee may be given credit for all ser- 


vice previously performed in the lower grade and in 
any higher grades previously held. 

(b) Exceptions: The policy outlined above does not 
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apply in tho following typos of oases: 

(i) Employees who, have earned ^moritorioM pay 
increases. 

An employee who has boon given a within- grade pay 
increase because of especially meritorious service 

or as a reward for superior accomplishment will * 

— ~~ ^ 


fat tho time he is demotedjTbe permitted^ to retain 
one step for each such advancement. 

( i i ) ghgaige^ to^lower^ gro4^^° acogP^ probat ional 
appo mtment . 

If the change to a lower grade is due to employee’s 
desire to accept probational^ippointment, he will 
be compensated at the step in the lower grade which 
is nearest (but not in excess of) the present 
salary in the higher grade. 

(iii) Change to lower gr ade,, for disciplinary 

1 y l ^ '' “u 

reasons.^ 

If the employee is changed to a lower grade for 
disciplinary reasons, his salary rate will be set 
at the base of the grade to which he is demoted, 
in the absence of specific provision to the con- 
trary. 

b. The salary policy now in effect for classified employees, 
will also apply to ungraded with respect to: (l)^2ntrance on 


& 


It 




j 
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duty. (2) promotions, (3) change to lower grade. (4) probational 
appointment and (5) disciplinary actions. The term "stop in- 
crease" will be used fer ungraded positions in lieu of "periodic 
pay increase" for classified positions. 

(1) An employee transferring from a classified position to 
an ungraded position will do so without loss in salary un- 
less his classified salary was above the top step of the 


ungraded job to which he is being assigned. 

A * 

(2) /Ungraded employee/ who receive 5 a conduct and efficiency 


report of satisfactory or higher, will receive a step in- 
crease after the first six months of ungraded service and 
annually thereafter until the top step has been reached. 

On transfers between graded and ungraded positions the 
salary will be determined after considering the waiting 

period elapsed and whether or not an equivalent increase is 


involved, 

A * 

(d) /Employees in. an ungraded status will have an opportun- 


ity to earn step increases as a result of meritorious sor- 
vice and superior accomplishments. 


7 


Assignment of IAC Detailed Personnel. 


a. It shall be the responsibility of the receiving office or 
staff section to initiate a completed -^orTTl l^a s- ^ 


signed IAC personnel (including citation of the allocated posi- 


tion which the IAC member will encumber) prior to entrance on 
duty. The 3*Ue* (3 copies) must be accompanied by Form No. 38-1 


ILLEGIB 


(2 copies). 

b. The Personnel Office will initiate^request for security 
clearance. 








5 • ■ 

; 


i 


0 . Separations and intra-agency transfers of IAC„ personnel 

shall be reported to the Personnel Office on ‘ 


j I 


initiated by the appropriate office. 



ill 


i§ 
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1. Each employee will obtain clearance prior to final payment. 
Clearance will be obtained on "Final Payment Clearance Sheet". Form 
No. 34-30) when an employee is being terminated, leaving for over- 
seas duty, granted leave without pay for a period in excess of 60 
calendar days, or when being transferred to or from an unvouohered 
fund status. 


ftl: 


m 



d ^Iii f er30nn ®l Office will be notified by "Personnel Action 
Request , at least one week prior to the effective date of the request. 
Upon receipt of "Personnel Action Request", the Personnel Office 
will make necessary arrangements for an exit interview and for final 

clearance. The Personnel Office will direct the employee to 
Inspection and Security for security clearance and will then obtain 
the additional required clearances by telephone, obtain the employee's 
/Signature and direct the employee to deliver the form to the applicable 
payroll office of the Budget Office. When the employee is unavailable 
"signature 11 indioated be ta3ien except procurement of the employee's 


jf 


rU~ . 




. ?• T ^f CIA Headquarters and Headquarters Detachment and the Naval 
Administrative Command will take similar action in the case of military 
personnel. * *\ 



4. The Chief of a field office will: 

a. De-*brief the employee. 


b. Complete certification blocks “office to which assigned* 1 
and “Security Branch". 


c. Obtain employee^ signature and forwarding address. 


d. Forward the form to the Personnel Of fic ^through established 
channels© 




■ 
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SUBJECT. Personnel . 

aonn .1 Poliol.8 and Procedures. 


Dattt 


STATINTL 

STATINTL 




d*ted 17 August 
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•" only upon specific delegation w 

*• The Personnel Office i ^ autborit y» 

1 0££l °* 18 responsible for, 
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tiono in CIA* ^ 
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* .*** tne Personnel Office 
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personnel security clearances all 
quests for information relative t ' ^ 

P° r ®02inel security 

clearances os well as the inltiatio 
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*eara2Mo Hfill be through -hh a »„ 

(7) Approving finally an «... lersc^i Off lca . 

p. s CAffl? 7 a11 Per803mel for grades 

* Aff " 12 Orades P.y. CAF , „ 

th ° apPrOVal of ^ Executive or m M8 ab “ ^ 

Executive. sence, the Deputy 

(8) Dotemlnlng and approving 

-1... grade and , ^ 
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necessary and appropriate* 

(10) Establishing and operating a testing and training 
program to improve the selection and performance of mploy- 

•u« 

(11) Establishing and mai n taining retention registers for 
redaction in force procedures* 

(12) Providing a personnel relations program to protect 
and stimulate employee interest and to serve as a medium 
for management employee relationships# 

(13) Approving certain types of leave requests in accord- 
ance 'with provisions of Administrative Instruction STATINTL 

Subjects Time* Leave and Bay* 

(14) Reviewing and acting upon all disciplinary action^ 
based upon written charges prepared by the operating office 
and signed by the Assistant Director or Staff Chief con- 

earned* 

(15) Maintaining liaison with the Department of State and 
the Armed Forces for the purpose of administratively sup- 
porting detailed IAC personnel* 

(16) Provide a ooaprehensivs medical program to promote the 
health sad physical well-being of employees* 

(17) M ai nt a in constant liaison with the Civil Service Com- 
mission on all matters requiring Civil Service approval# 
such as classification of positions, efficiency ratings* 




Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 



Approved For Release 2001/09/04 : CIA-RDP81-00728R000100010005-8 


- 4 - 

certification of employees from Civil Service Registers, 
oto* 

2. Basis for Peraonnel Actions. 

a. Assistant Directors and Staff Chiefs ore responsible for 
preventing personnel action* affecting individuals under their 
supervision* which are not based purely on relative merit. 
Emphasis on relative merit extends throughout all personnel 
matters* including procurement, assignment to duty* promotions* 
work assignments, leave determinations* etc. Merit shall be 
considered as including demonstrated ability* personal indus- 
try, integrity, loyalty* comparative length of service, and 
comparative general efficiency. 

b. Supervisory peraonnel must become thoroughly familiar with 
the personnel under their Jurisdiction and their utilisation 
in order that they will recognise any contrary tendency and 
take appropriate action Immediately* 

9. Policies for Appointment. 

a. CIA positions are filled under "Schedule A" authority hy 
direot recruitment rather than by oertifleation from the Civil 
Serrioe Commission. However, positions are filled in accord- 
ance with established Oivll Service prooedure. 

b. The following policy ie established for effecting appoint- 
ments to fill vacant positions! 

(1) An individual without prior Governme nt service will be 
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i givon an exempted appointment under ’’Schedule A” and will 

. t 

[ he carried in a trial period statue for the first full year# 

}■■ • . 

(2) An individual with prior Govormont service who has 
served under war service or excepted appointments will be 
given on excepted appoiirlaaent under "Schedule A'* and will 
be required to servo the first six months in a trial period 
[ status. 

(S) An individual with Civil Service status will be ap- 
pointed by transfer or reinstatemant without any time limita- 
tion or trial period* 

e* During the trial period on employee will receive the special 
attention and instruction required to acquaint him with his 
j duties and to develop his ability to perform his work in the 

moat satisfactory manner* After a fair and full trial period# 
an employee will be terminated if his services do not meet 
Agency standards# An employee with veterans 1 preference or 

■ l ■' ' / ' . . ' ■' ■■■•'' ; : ' 

Civil Service status will be acoorded all rights and privileges 
granted them under the Veterans Preference Act of 1944, as 
eoeaded* and Civil Service ruli e and regulation*. (These 
privileges are subject to special final authority granted to 
the Director by the national Security Act of 1947* Section IOC, 
sub-paragraph e. *)/, 

4, Promotion Policies. 

I eaei e mmm m mm H mi ■ ' . 

a. An aaphyee any be prenstod to a higher grad* subject to « 

i ; ; 7 ; ^ r. ; ■ ■ 7 ' '' , 


l 
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•' ' ' , • . . , ; 

(1) Bxiitwoi of ft suitable vacancy* 

(2) Complete qualifications of tho Individual for the 
vacancy. 

(3) Completion of 90 day detail period to pooition CAP-7, 
P-2 op abovo. on lower grade position, employeo must have 
assumed duties of pooition to which he ia being promoted. 

Prior to the time of detail he must meet testing require- 
ments and qualification standards for the reoonwended posi- 
tion. Mo employee shall be detailed to a position 

allocated highor than ono grade above the position whioh he 

ourrently oooupies, and in no event shall the detail exceed 

1B0 days. These stipulations do not constitute a barrier 
to promotion of an individual whose position has been re- 
claooifiod to a liighor £rad$# 

j (4) Submission of Form Ho. 37-3 by the office concerned to 

I'" • ^ the Personnel Office indicating the eact position and the 

f **• the «***•• * *«**« i* order that he m, ree.lv* 

oredit for the detail period. The 37-5 must indioate the 
[ . allocated position that will be ooeupied. 

j (5) Evidence of a good or better effloienoy rating for six 

j . months proceeding promotion for grades U p to CAP-4 and 

equivalent, , very Good «r Bmllmb for six months for grade, 
through CAP-13 or squint, and E»rtl«rt for pr^ 

. oe«Ua6 y W ftor opwu and above or equiwlent. 

l . ' . , • • :• 

t; ■ ■ / - " v • 

i ^ ^ 

I ■■■■/' ■■■■■ ■' . .■ ■ ■ : 
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b. Promotion* are Halted to one grade except in a oaoe where 
ao intermediate grade ha* been reoognieed. 

®» After considering all the factors indioated above, the 
recommending and approving authorities will use the fallowing 
table a* a guide in determining appropriate time in grade for 
promotion purpose* i 



a* An employee shall not seek reassignment within CIA without 
the prior written approval of the Personnel Officer, or his 
authorised representative. Such approval will be based upon 
the recommendation of the appropriate Assistant Director or 
Staff Chief . 
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Appoxntisiont Pro o again & Proooduroa » 

a. live following procedures aro established for the processing 
of individuals for employment within CIA» 

(1) Assistant Directors and Staff Chiefs shall transmit 
fora So. 57-0 in the original and six copies to tho i'erson- 
nel Offioo as a requisition to fill an authorized vacancy. 
Form Ho. 37-3 in quadruplicate shall he forwarded to the 
iersonnel Offioe as a requisition for actual employment of 
an individual. In order to initiate security clearance, a 
37-5 may be submitted against a position currently filled, 
providing the office concerned informs the Personnel Office 
on the 37-3 tho approximate date that the present incumbent 
is vaoating the position. 

(2) Standard Fora Ho. 57 and Pom Ho. 38-1 will be obtained 
hy the Personnel Office and forwarded with Fora Ho. 37-9 to 
the appropriate office. If the offioe is interested, it 
will indicate to the Personnel Offioe the position to which 
the individual will be assigned, 

(a) Final selection or rejection of applicants for 
positions above grads CAF-5 and equivalent grades shall 
rast with the appropriate Assistant Direstor or Staff 
Chief. However, the Personnel Office may refer to the 
Executive any rojeetlon case which he believes is not 
warranted. 
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(b) Final authority for the aelootion and assignment 
of an employee In grade OAF-5 or equivalent and below, 
■hall reat with the Personnel Of floe and consequently 
euoh oases era not referred to Assistant Directors or 
Staff Cliiefs for action* 

(c) All Personnel assignments ore subject to the 
security approval of Inspection and Security. 

(3) Upon the receipt of Form No. 57-3, the Personnel Office 
will moke an offer of employment to the individual concerned 
subject to satisfactory security clearance, and upon indi- 
cated acceptance will initiate action for security clearance 

(4) The Personnel Office will notify the office ooncemed 
of the failure of an individual to receive socurity clear- 
ance and will take appropriate action to Inform the indi- 
vidual of his rejection. 

(5) The Bxaoutlve or the Personnel Officer will contact 
caoh individual (including detailed IAC personnel) relative 
to antranoe on duty. An individual assigned to a personnel 
pool will be instructed to report to duty by the Personnel 
Officer, following security clearance. Each individual 
(ineluding IAC personnel) reporting for duty will present 
to the appropriate Assistant Director or Staff Chief a writ- 
ten notloe from tho Personnel Officer, stating that he has 
been tally cleared and assigned for duty. A oopy of this 
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notice will be furnished Inspection end Security by the 
Personnel Office, in extraordinary circumstances, the 
Executive may give verbal authorization for entrance on 
duty after assuring himself that all required processing 
has been completed. Ho individual will be accepted for duty 
unless one of the above provisions has been met. 

(6) The Personnel Office Only shall request information 
directly from Inspection and Security concerning the status 
of the security clearance of a prospective employee* In- 
spection and Security shall not provide this infonaation to 
any other office. All inquiries of this nature shall be 

directed to the Personnel Office. /^? /" 

7. Promotion Froo easing Procedures. 

a. Assistant Directors and Staff Chiefs shall forward to the 
Personnel Office Form 33o. 37-3 containing sufficient informa- 
tion to indicate compliance with the policies defined in para- 
graph 4 above. 

b. A request fjron a field station for promotion must be ao- 
oonpanied by a position deecription on Standard Jbra Ho. 75, 
prepared by the employee, which outline* the duties and responsi- 
bilities being performed, together with remarks and oertlfioa- 
tlons of the immediate superior. In ease of a proposed position 
la the field serviee, the description will be pre pared by the 
Individual who is neat familiar with the duties and 


%L$ 
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responsibilities to bs performed. The position description 
should ineludet 

(1) An objective* conorote and factual description of the 
wsrk being performed. 

(2) A statement of degree of difficulty and responsibility 
inherent in the position. 

(3) An account of the nature and extent of supervision, 
independent judgment and deoisions exercised by the incum- 
bent. 

o. Upon receipt of a request for promotion in tho departmental 
service, a job audit will b® made in order to determine the 
level of difficulty, responsibility, and, thereby, the grade at 
which the individual is performing. 

Salary Administration. fc^-wv- 

Regular full-time employees and temporary employees of CIA 
with a regular tour of duty compensated on a per basis 

will be paid in accordance with the following polioyi 
(l) Entrance on Duty Salar y 

(a) Hew appointments will be made at the base salary 
«f tha grade, (Transfers, promotions, demotions, re* 
—payment, and reinstatements are not new ap pelatascts 
within the meaning of this requirement. ) 

(b) Employees appointed by transfer, reinstatement or 
reemployment to a position of the same grade will be 
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permitted to retain periodic pay increases previously 
reoeived. 

(e) Employees appointed by transfer, reinstatement, 
or reemployment to a position in a lover erode than 
lost held will receive salaries fixed to allow credit 
toward within-grod© promotions for all service in ap- 
pointment grade and higher grades* 

(2) Determining Salary In Case of Promotion 

(a) Bhen on employee is promoted to a higher grade 
position, he must be compensated at the base of the 
grade if the entrance salary exceeds any he has prev- 
iously earned In the Federal Service* 

(b) Wien cm employee who has previously reoeived a 
change to a lower grade is promoted, his salary will 
be fixed so as to allow credit toward within-grade 
promotion for all previous service in the grade to 
which he io being promoted or for service in any 
higher grades* 

(®) Determining Salary in Case of Change to Lover Grade 

(a) To determine aalary in case of a change to lover 
grade, the employee may bo given credit for all ear- 
vioe previously performed in the lover grade and in 
any higher grades previously held. 

(b) Exceptional The policy outlined above does not 
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apply In the f dewing types of coaeoi 

(i) Employ— who have egrngd meritorious nsar 
inorsoass. 

An employee who has boon given a vrlthin-grode pay 

increase because of especially meritorious service 

or as a reword for superior accomplishment will, 
at the time he is demoted, be permitted to retain 
one step for each such advancement. 

(ll) Change to lower grade to accept probations! 
appointment. 

If the change to a lower grade is due to employee’s 
desire to accept probational appointment, he will 
be compensated at the step in the lower grade whi ch 
is nearest (but not in excess of) the present 
•alary in the higher grade. 

(***) Change to lower grade for disciplinary 
reasons. 

If the employee is ohanged to a lower grade for 
dlseiplinary reasons, his salary rate will be set 
at the base of the grade to which he is demoted, 
in the abseneo of speoific provision to the con- 
trary. 

*he salary policy now in offoct for classified asployeos, 
will also apply to ungraded with reepeot tot (l) Entrance on 
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dUty * (2) to W grad.. (4) probation*! 

appointment and (5) diociplinory actions. The torn "atop in- 

«•*».« will be used for ungraded positions In liou of * Wlodl# 
pay increase" for classified positions. 

(1) to ss«UgM trto.rm.tos ft™ . olaosiflad „ 

to unsratod Portion Mil to .0 Mthtot to salary 
toss Ms ctosoiflod salary »as ohora ths top stop of tha 
>»S~dM Job to »hloh ho i. bates assigoM. 

(2) onployeeo ah. rao.it. . oondart ond offtoto*y 

roport of satlsfootory or.Mstar, Mil r«.tt. . 

0r " # »* d^sr tho first six months of (shaded sorvioe and 
toasMly tbsroaftor until th. top stop haa boon roach*. 

On transfsrs hotooon grodod and uasrsdsd positions the 

' 1U ** toternined sftor oonsid.rtos ths anittog 
Ptoted .Ups* and ntothor or not o» *0!*!^ 1bop „,„ „ 
iroolved. 

(5) ^nptoyaos la to ungtnM Otota. MU hrn a. opportan- 

***** st* looronooo oo a rooult of nsritorioua aor— 

Tioe and superior aecoaplis)ueate. 
githin-Qra de Procotlona. 

- “ -PtoPto totopytos a clasaiftod ptolttoo . 11 , b . 
to ths nsM higher step Mthln Ms providsd that ha Ms 

tonto, aootha of ssrTic. gradoa fc», cip-10 a* baton or 
toa olphtoon aentfaa soratoo for gndan tod, CAP-11 and abota. 
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In addition# the maploye©^^ have a current efficiency rating 
of flood or better and a satisfactory conduct report* 

10* Assignment of XAO Detailed Personnel * 

a* It shall bo the responsibility of the receiving office or 
staff section to initiate a completed Form Ho* 37-5 on all as- 
signed XAO personnel (including citation of the allocated posi- 
tion which the IAC member will encumber) prior to entrance on 
duty* The 37-5 (3 copies) must be aooompanied by Form Ho* 38-1 
(2 copies)# 

b# The Personnel Office will initiate request for security 
clearance# 

o# Separations and intra-agency transfers of XAO personnel 
shall be reported to the Personnel Offioe on Form No# 37-3# 
initiated by the appropriate office# 



Termination* 

a* Offices and Staff Sections will complete Form No# 37-3 for 
an employee under their jurisdiction who has submitted a 



resignation# stating the reason therefor# together with any 
explanation or suggestion which may help to prevent the lose 
of the employee# and forward the completed form to the Ferson- 
nel Officer at least two weeks in advance of the separation 
date# Upon receipt of the 37-3 the Personnel Office# after 
pre-exit interview# in instances where the employee still 



wishes to resign# will prepare Form 34-50 indicating there- 


on the routing to be followed for oleeranoe* 


DISTRIBUTION! A 



STATINTL 


k 
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STATINTL 


administrativj 

no. mm 


STKUCTIONS 

(REVISED) 


STATINTL 


SUBJECT i Personnel Polloleo and Procedures. 

RESCISSIONS! Afdministrati 
/Administrati 
,/ <*»d Adraini sti 


. v l ' 

lyOoneral Order No L 

*er a onnolxStaf f with the following 


functions s 


1 * d /* t0 lh ° A <=”“* «■ of 

( 2 ) controls an lia>dif^th the Ci vi 1 Service 

/4.1 r T* f Cdmmistfion in collection therewith. 

pro^3^Kfr° h in 00nnSOti6n )^ th ^'Prepares Agency 
// a » Career Managomofit 

v ? : Improyo^imt of’ efficiency rating system. 

/ / ?* CUbsafiontMm and/Sulary administration, 

* ^ination^/^ 11101 ^ tl50ra ro< 3 u iring policy^ deter- 


1 Sh /’^ P ° r S 0lin ° siog^v^t^ ' 

and-U^tupport 


\ BWri09B iQ yomoe^oli^v^jse policies and th 

0arri9d °«i 


ft. The 


Division®only shall 


f r0Sp ° n8lbla for Performing the principal functions of the Agency with 
Aspect to procurement, p^ent. processing, position classification. 
W adminlstrationj^sonhel "relations and termination of employees. 

\° P9r80m ^ 1 a ° tiviti98 aha ll b. performed by other offices only upon 
^ifio delegation by proper authority* 
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b. The Personnel Division, O v er t SMpfteyb Stuff, has responsibility 


for providing central personnel aorvioeo as follows*.. 


1* Procurement, assignmant/Nadmihistration, and disposition 
of military personnel dotailod from the military departments 
of tho Department of Defense, 


3v Employee relations service. 
4. Personnel testing service • 


5* Receipt and appropriate dispostion of applicants for posi- 
tions with tho Agency who apply either in person or by nail 
without specific prior contact or arrangement with the 
R^^e^welJDivi si on of tho CovepH ^ Support Staff, 

fi* Maintains a oontral record of applicants ■ who have potential 
future value to the Agency for whom no immediEito positions 
are available. 


7# Is responsible ior the preparation and dispatch of all letters 
of rejection for employment • 


o. The Personnel Division of each ■ O q pp e rt Staff will be responsible 
for providing the following porsonnel services^ 

!• An adequate personnel position control system. 


2, Procurement, Placementi and disposition service* 

ntw e utel pew ttie gs , 


3. Internal personnel classification and job audit activities, 
exclusive of final review and certification of positions# 


4# An overseas rotation program,* 


5# Maintaining a current record of authorised vacancies and 
approved requisitions • 


6# Establishing qualifications standards for all positions* 
7# Establishing priorities for reoruitmont# 


8# Maintaining constant contact with potential recruitment 
sources. 


9#i Contacting and negotiating with individual applioHts for 
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employment. However, no parson employed within the Department 
of national Dofonao, Department of 8tato, Atomic Energy 
Comnieaion, or other oxooutivo department or agency, or on a 
Congressional Staff ohall he interviewed or oonsidorod for 
omploynont within the Agenoy without a vnrltton notloo of 
availability signed poraonally by tho ohiof of tho division 
currently employing tho person. 'Hv^ommitmont^rolativo to 
employmont or salary will bo mnrlo^Iby^i LU«p Winw tho authorised 
personnel ropraaontativo. Thorn will be no dlsoussion con- 
cerning employment with this Agenoy without prior oloaronoo 
of tho oontaot with the PoraoruiorSMS^ exoopt that Con- 
grosaional inquiries will bo dirooted initially to the office 
of tho Gonoral Counsol. 

10, Requesting all poroonnel security olnaranoon. Requests for 

information relatlvo to poraonnol eoourity oloaranoos aa well 

as tho initiation of requests for personnel security oloaronoo 

XVriiiimi 

v/ill be made through tho Poraonnol Offi ee. 

11, Approving finally all personnel actions for grodoB P-0, CAF-12 

and below. Oradoo P-6, CAF-13, and above require the approval 

of the Exooutlvo, or, in Ma abaonoe, the Deputy Exooutive, 

12, Processing all personnel aotiona inoludlng appointments, 
promotions, demotions, wlthin-grade promotions, and separations! 
intro-agency transfers would be proeeased by the reoeiving 

off lee. Personnel OM Iaam only will terminate or suspend 

employees whonovor such notion ia necessary and appropriate. 
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IS* Establishing and operating a training program to improve tho 
porforniaaoo of omplqyoofl# 

14* Establishing and maintaining retention registers for reduction 
in foroo procedures# 

16 • Maintaining the efficiency rating program# 

16, Reviewing and acting upon all disciplinary actions based 
upon written charges propared by tho operating offioe and 
signed by tho Assistant Director Jif^Staff Chief oonoemed. 

17, Maintaining liaison with tho Department of Stato and the 
Department of Dofonso for the purpose of administratively 
supporting detailed IAC personnel. 

10, Maintaining adequate rooordu of omployoo qualification* 

-y . ( •-'-'to pormit sound oaroor managomont. 

y-V Ba*la for Porsonnol Aotlona, '* 

a. Assistant Directors and Staff Chiefs nrHn^analble fer rooommondtaR 
personnel aotiona affecting individuals under their superviolon, Tho baa 1* 
of euoh reoownendations will be relative raorit. Emphasis on relative merit 
extend* throughout all personnel matter*, inoludlng procurement, assignment 
to duty, promotions, duty assignments, and transfer*. Merit shall be 
oonsldored as Ineluding demonstrated ability, personal industry, integrity, 
loyalty, oomparativo length of servloe, and oonporatlve general effialenay, 

b. Supervisory personnel must booomo thoroughly familiar vrith the 
personnel under their jurisdiction . id t l . i li B misaUl on in order to develop 
and maintain the highest possible degree of offioienoy. 
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Appointment Polio lea and Procedures 

a* CIA positions aro filled undor "Schedule A" authority by 
direot recruitment rather than by oortif ioation from the Civil 
Service Commission# However, positions are filled in accordance 
with established Civil Service procedure. 

b. The following policy is established for effecting appoint- 
ments to fill vuaant positions! 

(1) An individual without prior Government service will be 
given an excepted appointment undor "Schedule A" and will be 
carried in a trial period status for the first full year. 

(2) An individual with prior Government service who has 
served under war service or excepted appointments will be 
given an excepted appointment undor "Schedule A M and will be 
required to serve the first six months in a trial period status. 

(3) An individual with Civil Service status will be 
appointed by transfer or reinstatement without any time limita- 
tion or trial period. 

b. During the trial period on employee will receive the special 
attention and insti Uwtlou required to acquaint him with his duties 
and to develop his ability to perform his work in the most satis- 
factory manner. After a fair and full trial period an employee 
will be terminated if his services do not meet Agenoy standards. An 
employee with veterans 1 perferenoe or Civil Service status will be accorded 
all rights and privileges granted under the Veterans Preference 
Act of 1944, as amended, and Civil Service rules and regulations. 
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(These privileges are subject to speaial final authority granted to 
the Director by the National Security Act of 1947.) 

d. The following procedures are established for processing 
individuals for employment within CIAi 

(1) Assistant Directors and Staff Chiefs shall transmit 
Pom No, 37-11 in the original and six copies to Personnel 
Gfif ice as a requisition to fill an authorized vacancy. ’’Personnel 
Action Request* in quadruplicate shall be forwarded to 


Personnel 


as a requisition for actual employment of an 


indiyidual. In order to initiate security clearance, a "Personnel 
Action Ra quo st" may be submitted against a position currently filled, 
providing the office concerned informs Personnel 0££g!e on 
the forra^bhe approximate date that the present incumbent will 
vaaate the position. 

(2) Standard Form 57 and Form No. 58-1 will be obtained 
by 'the* Personnel Office and^orwarded with Fom No. 37-9 to the 
appropriate offioe. If the office is interested, it will 


indicate' 


individual will be assigned. 


„ the position to which the 


(a) Final selection or rejection of applicants 

for positions above grade CAF-r/ or equivalent shall rest 

, ■. •'/ .■■■• 

with the appropriate Assistant Director or Staff Chief. 

CL/t / ef* 

However, the Personnel - UffAe e r .. may refer to the Executive 
any rejection case which he believes is not warranted. 
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(b) Pinal authority for tho selection and assignment of an 


employee in grade CAF-p or equivalent and bo low, shall rest 


with thd^Porsonnol flffto er. 

(o) All pervanniel assignments are subject to the security 
approval of Inspection and Security. 




Personnel 


(3) Upon the receipt of ‘’Personnel Aotion Request”, l 
JC^SeSr' wi 11 maj^o an offer of employment to the individual con- 


cerned, (subject to satisfactory security clearance) and upon 


indicated acceptance will initiate action for security clearance. 

_ j 1 j ' 

(4) -?*!*■ Personnel will notify t ie office oonoerned of the 


failure of an individual to receive security clearance and v/i 11 take 


appropriate aotion to inform the individual of his rejection. 
(5) The Executive^^^^o* Personnel ^ 11 contact each 


individual (including detailed IAO personnel) relative to entrance on 


duty. An individual assigned to a personnel pool will bo instructed 


to report to duty by Jfch* Personnel Of-fteer', following security 


clearance. Each individual (including ^detailed IAC personnel) 


reporting for duty vd. 11 present to the appropriate Assistant 

n ^ /Cl * 


Dirootor or Staff Chief a written notice from^fc# Personnel Q££le w 
stating that he has been fully oleared and assigned for duty. A 
copy of this notice will be furnished Inspection and Security by 
H&a Personnel 'Office. In extraordinary circumstances, the Executive 
may give verbal authorisation for entrance on duty after assuring 
himself that all required processing has been completed. No indivi- 
dual will be accepted for duty unless one of tho above provisions has 
been met. 
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(0) Th* For a onne l wSK o^only dhall roquost information 

directly from Inspection and Security concerning the status 
of the security olearanoe of a prospective employee* Inspec- 
tion mid Soourity shall not provide this information to any etfcuw 
Offioo. ,■■■ 

£afte<^<n'*MSCTl» 

• Promotion Policies and Procedures » 

a. An employee may be promoted to a higher grade subject tos 

(1) Existence of a suitable vacancy. 

(2) Complete qualifications of tho individual for the vacancy 

(3) Completion of 90 day detail poriod to position CAF-7 # 

P— or above. On lower grade positiort^mployoo must have 

assumedqduties opposition to which ho is being promoted. Prior 
to the time of detail he must moot testing requirements and 
qualification standards for tho recommended position. Ho 
employee shall be detailed to a position allocated higher than 
one grade above the position which he currently occupies, and 
in no event shall the detail period exceed 180 days.. These 
stipulations do not constitute a barrier to promotion of an 
individual whoso position has been reclassified to a higher 
grade. 

(4) Submission of "Personnel Action Request" to "t h e 
Peroonnel indicating the exact position and the date 

the employee is detailed in order that he may receive credit 
for the detail period. The form must indicate the allocated 
position that will be occupied. 
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(B) Evidenoo of a offioionoy rating of good or bettor for 
six months proo ;eding promotion for grades up to CAF-4 and equiv- 
alent; Very Good or Excellent for six months for grades CAE-5 through' 
CAP-13 or equivalent j and Excellent for proceeding year for CAF-14 
and above or equivalent. 

b. Promotions are limited to one grade except in d oasoS where no 
intermediate gradoMi*p> been recognized. 

°V. After «oaeideriag all the factors indicated above, the reoomend- 
ing and approving authorities will use the following table as a 
guide in determining appropriate time in grade for promotion 
prUpOSGGI 


p 

SP 

OAF 

CPC 

Time in Grade ^ 


1 

t 

1 — 



2 

2 

2 

3 months 


3 

3 

3 



4 


4 



5 

Tk 

5 


1 

6 

6 

6 

6 months 



6 

7 



7 

7 

8 


2 

8 

8 

9 

9 months 




10 







3 


10 


12 months 

4 


11 


If months 

0 

6 

~7~' 

■; *'■ •' ....... • 

If 

"'13 

14 


18 months 

2l months 
f4 months 


d. Assistant Directors and Staff Chiefs shall forward to-*h» 
Personnel Ofri w "Personnel Action Re quest" containing suffioent 
information to indicate compliance <*rith the policies defined in 
paragraph 4 above. * V '■ 


Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 


10 


e* A request from a field station for a promotion must 
bo accompanied by a position description on Standard Form 
78 # prepared by the employee, which outlines the duties and 
responsibilities being performed, together tdth remarks and 
certification of tho immediate superior* In case of a proposed 
position in the field service, tho description will be prepared 
by tho individual who is most familiar with the duties and 
responsibilities to be performed* The position description ttjtfsf 
>4dittttldp includes 

(1) An objective, oonoroto and factual description of 
the v/ork being performed* 

(2) A statement of degree of difficulty and rospon* 
sibility inherent in the position* 

(3) An account of the nature and oxtent of supervision, 
independent judgment and decisions exercised by the inaisn* 

; bent* 

f* Upon receipt of a request for promotion in the depart* 
mental service, a job audit will be made in order to determine 
the level of difficulty, responsibility, and, th i rsty , the 
grade at which the individual is performing* 

g* An employee occupying a classified position will bo 
advanced to the next higher at within his grade, provided that 
he has twelve months of service without an equivilent increase in 
pay for grades P*3, CAF*10, and below or has eighteen months service 
for grades P~4, CAF-11, and above* In addition, the employee must 
have a current efficiency rating of Oood or Better and a satisfactory 
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{•(■* L* -/-A ^ 

■ By— millmj/ TOT tomiel — - 

It shall be the responsibility of the receiving office to 
initiate a completed "Personnel Action Request" on all 7~iA-<r 




-to Porsonnel^ aeadeuM-ti 
.selection of a candidal: 



For sonnel 


. s e u rtt y & Upon 

receipt obscurity clearance the individual will be called to duty 
by Bee and will be assigned to the requesting 
office^ — jPM Jtilrtuiy Personnel will not be allowed to wcwpkvin ^ 

"r^^icted buildings until they are given a stateme nt by 

n«r-M -f Vi’rifl. +v,o+. «n . • _♦ « ~ 


certifying that all r^rojis ions for 


have been met. 


>L § l „ .. Tra ^ S ffr r Of i Si f ua ' u 

. manner - as °1^8 ^^e j gjggg8 0 WM>.l ~ eyo ep !t t h ab^aiL. addi'fc't.nwni ft f» 
.®PP 1: ?t 0 . s . 5 °. .transfers .between ■. funds- ^aa-'weM<-as>--we>l'l s -a, - trans— . - 






Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 


Approved For Release 2001709/04 : CIA-RDP81-00728R0001 0001 0005-8 


II 


oonduot repoi-t . 

7 * Inta^a-Agunoy Transfer Policy . 

a. An employee 3 ha 11 not seek reassignment within 0IA without 
the prior written approval of the^ersonnol^?fytoer # or citflr* 
authorized representative Such approval will bo baaed upon the 
recommendation of tho appropriate Assistant Director or Staff Chief. 

b. Supervisory personnel shall not interview or seolc the 
transfer of personnel without the written approval described 


in 5a above. ? 

■ C s ;( xv ■ .... .v.-'.,,. :• '•■■■ 

d. A transfer involving exigencies of the 
effected by tho^orsonnel^O^ircer in coordination with the offices 


will be 


oonoornacU... 


Salary Administration • 

a. Hegular full-time employees and temporary employees of CIA 
with a regular tour of duty compensated on a per annum basis will 
be paid in accordance with the following policy: 

(l) Entrance on Duty Salary 

(ft) New appointments will be made at the base salary 
of the grade. (Transfers, promotions, demotions, re* 
employment, and reinstatements are not new appointments 
within the meaning of the requirement.) 

(b) Employees appointed by transfer, reinstatement 
or re-employment to a position of the some grade will be 
permitted to retain periodic pay increases previously reooived. 
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(o) Bmployoos appointed by trAhsfer* reinstate- 
nont* or ro«*a:nployinent to a position in a lowor grad# 
than last held will receive salaries fixed to allow 
credit toward v/ithin-grade promotions for all service 
in appointment grade and higher grades* 

(2) Determining Salary in Case of Promotion 

(a) When an employee is promoted to a higher 
grade position* he must be compensated at the base 
of the grado if the entrance salary exceeds any ha 
has previously earned In the Federal Service* 

(b) When an employee who has previously rooeivod 
a change to a lower grade is promoted* his salary wi 11 
bo fixed so as to allow credit toward within-grade 
promotion for all previous service in the grade to 
which ho is being promoted or for service in any 
higher grades* 

(3) Determining Salary in Case of Change to Lower Grads 
(a) To determine salary in case of a change to 

lower grade* the employee may be given credit for all 
service previously performed in the lower grade and 
in any higher grades previously held# 

(b) Exceptions i The policy outlined above does 
not apply in tho following types of Cases i 
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1# Employees who have earned moritorlous 
pay Increases. An employee who has been given 
a within-grade pay inoroase because of especially 
mo 2 *itoriou 8 service or as a reward for superior 
accomplishment will, be permitted, at the time 
he is demoted, to retain one step for each suoh 
advancement . 

2# Change to lower grade to aooopt probatiopal 
appointment* If the change to a lower grade is 
due to employee^ desire to accept probational 
appointment, he will be compensated at the step 
in the lower grade which is nearest (but not in 
exoess of) the present salary in the higher- grade. 

3. Change to lower grade for disciplinary 
reasons. If the employee is ohangod to a lower 
grade for disciplinary reasons, his salary rate 
will be set at the base of the grade to which 
he ia demoted, in the absence of speoifio pro- 
vision to the contrary. 

b# The salary policy now in effect for classified employees, 
will also apply to ungraded with respect to* (1) entrance on 
duty, (8) promotions, (3) change to lower grade, (4) probational 
appointment, and (5) disciplinary aotions. The term "step increase” 
will be used for ungraded positions in lieu of "periodic pay 
increase" for classified positions • 
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ILLEGIB 


4* 


(1) An employoe transf erring from a classified posi- 
tion to an ungraded position will do so without loos in 
sulary unless his classified salary mis abovo the top 
step of the ungraded job to whioh he is being assigned. 

(2) An ungraded omployoe who received a conduct 
and effioienoy report of satisfactory or higher, will 
receive a stop increase after the first six months of 
ungraded service and annually thereafter until the top 
stop has boon roaohed. On transfers between graded and 
ungraded positions the salary will bo determined after 
considering the waiting period elapsed and whether or 
not an equivalent inoroaso is involved. 

(3) An omployoe in an ungraded status will have an 
opportunity to earn stop inoroasos as a result of mor- 
torious servic^an^auDorio^a^ooii^lishaents . 




As-igmieBtr of IAC Poraonnol. ■ 

7 . ^ ''-■MHIHm 

'<0 it the responsibility of the re^oiying\ office 

or staff sAotion/tWf initiate a obmplfeted^ "Personnel Aolion / 

' L l / 7 vJki*4 .1:1 / 1 1 I 


Request)* on\ ail (ails igni id personnel including oitAtion of the 
alloonied p^ieitiln whlih/tlo IAC meml e* will in cumber )Ltf4 or tj/l 
entrains oh autj . The fonn (3 oopiet ) must beaocompJnied bjr| I 
Pom|f( i. /3B-1 J j if i f "! /if 




Will initiate aljequest ijor sea 

4w 


^°t f epar Y tlons jM iWa-agonoy tLnsfora /»0-IAO tic lit ltd 

ahall bo Mporto^yto Perpo^nel iSESS^on^orsonnol 
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y M (i\ by o p r lot a o f f 

lo'XL Caroer^^agmit^it 




a. The career managamont program of CIA is designed to provide 
from within the Agency * 

(l) A source of well qualified individuals to fill 


vacancies as t hoy occur « 


yrip frefcfcer 


(2) A system whereby individuals may quallfyrip frefcfcer 
positions through training and development within CIA* 
b* It is Agency policy that vacancies will bo filled by 
the beat qualified employee available within the Agency# 

J The basio considerations for promotion 
will be proven ability and merit* 

■ f f t Personnel Status Reports 

. a* Assistant Directors and Staff Chiefs shall submit to 
P q r s o nn e tUIFI Form No* 37-6, "Personnel Information 11 , 
when an employee i 

(1) Changes his name* home or office addrosa* or home 
or office telephone number* 

(2) Is separated from the Agency by transfer, resignation. 


or enters the military servioe from civilian employment# 


b# In addition to the above. Form No* 38-7, "Personnel 

« . ... 


Status Report", shall be submitted 3 




marital stafcu^^^ original of the form will be routed to 
Personnel dfMeer* and a copy to the Chief, Inspection and Security 
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li **3^ Termination and Final Clearance 


a# Bach employee will obtain clearance prior to final > 
payment. Cloaranoe will be obtained on "Pinal Payment Clear- 
ance Sheot"# Fora Ho# 34-30# whon an employee ia being ter- 
minated, leaving for overseas duty# granted leave without 
pay for a period in excess of 60 calendar days# or when 
being transferred to or from an unvouc^ered fund status# 

b# < jfa»*Personnel Ofcf t e e will be notified by "Personnel 
Action Request"# at least one week prior to tho offeotivo 
date of tho request# Upon receipt of "Personnel Action 
Request" /-jWw Personnel ‘^SfCSSo will make necessary ^arrangements 


for an exit interview and for final clearance^’ tifce Pe r son 
-t!3S will direct the employee to Inspection and Security 
for security olearanoe and will then obtain the additional 
required clearance by telephone# obtain the employee’s 
signature and direct the employee to deliver the form to 


the applicable payroll office ? 


o. When 


the employee is unavailable all aotion indicated will be 
taken except procurement of the employee* s signature* 

o# The CIA Headquarters and Headquarters Detaohment; 


kill take similar action in 


the oa3o of Military personnel# 


d# The Chief of a field office willi 

(1) De-brief the employee* 

(2) Complete certification blocks "office to which 
assigned'and "Security Branch"# 
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(s) Obtain owployao 1 a aiigaaturo and .'forwarding address • 

( 4 ) Pontard tha form to to*. < Personnel through 
established channels • 

Foraonael Records 

a« Personnel records will be maintained by maohine records 
insofar as is practicable and necessary personnel reports will be ob- 
tained through these machine records* Those records will be ade- 
quate for furnishing neoossary information for the career management 
program described in 9 above* 


Captain * USH 
Executive 


•l . ■ 

kp " 




} 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


administrative instr uction 
no. 


SUBJECT* 


Personnel Policies and Procedures 


Executive Hogmlry 


RESCISSIONS* Administrative Instruction No. 

Administrative Instruction No. 
Administrative Instruction No. 


REFERENCE* General Order (Revised), dated 5 October 1949. 



jLzi&L 

18 November 1949 


lated 17 August 1948, 
dated 25 March 1947, and 
dated 11 August 1949. 


1« General Policy 

a. Authority is delegated by approved statements of 
f motional responsibilities, separate specific delegations, 
and thiB Instruction to or^ the Agency officials listed 
belov to act on personnel actions (appointment, employ- 
ment, classification and reclassification of positions, 
promotion, demotion, transfer, and separation of indi viduals ) 
for the Director: 

Executive 

Deputy Executive 

Personnel Director 

Chief, Administrative Staff 

Chief, Personnel Division, Administrative Staff 

Chief, Special Si^port Staff 

Chief, Ea|>loyesf Division, Special Support Staff 

Designated subordinates of the above listed officials. 


- 1 - 
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b. Official* «nd employees not Hated above are 
BWhiMttfl from discussing personnel actions with 
individuals to whom suoh actions will apply, without the 
prior knowledge and approval of the appropriate official 
listed above. Such approval will in no oaoo include author- 
isation to make commitments of any nature for aotual enployw 
ment or salary level. Violation of this policy may result 
in the immediate dismissal of the individual g uil ty of the 
violation. 

2. tronelTtipff 

a. Officials and employees of this Agency, including 
those Hsted in paragraph la above, are prohibited from 
discussing employment possibilities with any employee of 
any other government agency or enployeea of tho Congress 
without the presentation of a written release for ouch 
discussion from the employing agency of the individual 
concerned, 

b. The policy stated in paragraph 2a above will alpo 
appljr to intra^agenoy transfers between Offices a nd 
Stiff Section*, except in connection with the appHcation 
of Agenoy career management policies by authored official* 
Hatad in paragraph 1* above* 

e. It la expected that other government agencies will 
observe a reciprocal non-proaelytlng policy in dealing with 
CIA employees. Suoh employees who obtain employment with 
other government agenelee without obtaining prior release 
aay be required to resign in order to aeeept such employment. 

GOKfftEKTiM. 
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3, j28£Aul$l8BI 

a. Iho Juriadlotlon of each of the Personnel Staffs 
of CIA is defined in published statements of functi onal 
responsibility. In order to avoid duplication of Instruo-> 
tione the term "Personnel Divisions 11 as(jbtfled,/Wein will 
pertain to each of the following aotivitios to the extent 
of its published functions, unless otherwise Stated:; 
Personnel Division, Administrative Staff 
Employees Division, Special Support Staff 
,, b. IAC personnel are those individuals detailed for 
duty with CIA from the State Department or the Department 
of Defense, 

o. Departmental Service Includes all positions in the 

25X1 A 


headquarters or central office of the Agency, 



4* fiflBfflCtfBiSflil ibnnlree All inquires, either written or 
verbal, from members of the Congress received by any individual 
or aotivity of this Agency will be immediately referred to the 
General Counsel for action and preparations of reply. The 
General Counsel is responsible for adequate coordination in 
each oaae prior to preparation of reply. 
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5. Omaral Responsibilities of Pjiraoimel Divisions Uhder 
the policy guidance of the Personnel Director and the direct 
supervision of the Chiefs of the Administrative and Special 
Support Staffs* the Personnel Divisions are responsible fori 

a. Procurement, placement, processing* appointment, 
promotion, demotion, witfain-grade advances, suspend Ion, 
and termination of individual employees . 

b. Assisting the Personnel Director to establish qualifi- 
cation standards for all positions. 

a. Recommending position classification for all positions 
to the Personnel Director. 

d. Assisting the Personnel Director to establish salary 
administration, efficiency rating and career management 
programs, and for carrying out such programs when established, 

e. Maintaining a current record of authorised vacancies 
and approved procurement requests against such vacancies. 

f . Establishing personnel procurement priorities. 

g. Maintaining continual contacts with potential personnel 
procurement sources. 

h. Exclusive liaison with the J&S Staff relative to 
personnel security decks and olearanoes. All requests for 
Initiation of and information relative to status of personnel 
security checks and clearances will bo channeled through the 

Personnel Divisions. 

i* Establishing personnel training programs within 
specifically authorised limitations* 
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}• Establishing and maintaining retention register* 
for reduot loo-inxf oroe prooedure*. 

k. Reviewing and acting on all disolpllnary aetiona 
whlohaae signed and presented by Assistant Oireotore and 
Staff Chiefs. 

l. (1) Taking final action on personnel aetiona 
involving grades G3-12 and below, except when there 
ore unresolved disagreements with Assistant Directors 
of Staff Chiefs concerned. 

(2) Reoosnending through the Personnel Direotor 
to the Executive action on personnel actions involving 
grades GS-13 and above. 

(3) Referring all personnel actions through the 
Personnel Director to the Executive where there is 
unresolved disagreement with the Aaslstant Direotor 
or Staff Chief concerned. 






a. The boaia for all personnel aetiona in the Agenoy 
will be individual qualif ioat iona and relative merit. 
Psrtonel considerations, family relationships, favoritism, 
and external pressures or considerations will not be 
paxaitted to influence such aetiona. Assistant Directors, 
Staff Chiefs and each of the officials listed in paragraph 
1 above are personally Charged with Insuring that this 
policy is effectively axeroiasd throughout the Agency* 
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b. Determination of relative merit and qualifications 
will be baaed on demonstrated ability, personal industry, 
integrity, loyalty, length of service, general efficiency, 
and background of experience and education, in comparison 
with other employees in similar fields and grades. 

c. Supervisory personnel at all levels must become 
throughly familiar with personnel under their Jurisdiction 
to insure the just and objective administrative of this 
policy. 

7* Initiation qLJterscmatt Actions 

a# Assistant Directors and Staff Chiefs arc responsible 


for the initiation of personnel actions on individuals under 
their jurisdiction and for the routing of such actions to 
the appropriate Personnel Division. They may designate 
such individuals within their organizations as may be 
considered desirable to sign and forward such actions. 


The names of individuals so designated, and any changes 
in such designations, will be communicated in writing 
to the appropriate Personnel Division. 

b. Each personnel action requiring action by the 
Executive will be signed personally by the Assistant 
Director or Staff Chief concerned. 

8. Halation, with the Civil SenMe* 

a. The Classification Act of 1949 exempts the CIA 
from its provisions. As a result, our personnel program, 
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Including position classification, appointment, promotion, 
etc., is carried out within the Agency without Civil Servioe 
Commission review. 

b. However, the Director has signed a written agreement 
with the Civil Service Coraniesion to adhere strictly to the 
provisions of the Classification Act in administering the 
Agency personnel program. The Civil Service Commission 
also has agreed to provide advice and guidance whenever 
called upon to do so. 

c. Hie supervisory and review functions previously 
exercised by '{lie Cavil Service Commission have been 
delegated to the Personnel Director and his Staff for all 
Agency personnel matters, regardless of their security 
classification. 

9. Appointment Policies and Procedures 

a. Positions are filled by direct recruitment rather 
than by certification from the Civil Service Commission. 
However, positions are filled in accordance with established 
Civil Service procedure. 

b. The following policy is established for effecting 
appointments to fill vacant positions: 

(1) An individual without prior Government service 
will be carried in a trial period status for the first 
"'full year. 

(2) An individual with prior Government service 
who has served under war service or excepted appointmenta 

will be required to serve the first six months in a 
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(3) An individual with Civil Service status will 
he appointed by transfer or reinstatement without any 
time limitation or tidal period# 
c# During the trial period an employee will receive 
the special attention and instruction required to acquaint 
Mtn with his duties and to develop his ability to perform 
his worlc in the most satisfactory manner# After a fair 
and full trial period an employe a will be terminated if 
his services do not meet Agency standards# An employee 
with veterans' preference or Civil Service status will 
be accorded all rights and privileges granted him under 
the Veterans Preference Act of 1944# us amended, and 
Civil Service rules and regulations# (These privileges 
are subject to special final authority granted to the 
Director by the National Security Act of 1947.) 

d* The following procedures are established for 
processing individuals for employment within ClAi 

(1) Assistant Directors and Staff Chiefs shall 
transmit a Recruitment Request (Form No# 37-8) in 
the original and three copies to the Personnel 
Division as a requisition to fill an authorised 
vacancy# A Personnel Action Request (Form No# 37—3 
or 37-1) in quadruplicate shall bo forwarded to the 
Personnel Division as a requisition for actual eoploy- 
nent of an individual. In order to Initiate security 
clearance a Personnel Action Request may be submitted 
against a position currently filled, providing the 

ppitesr;;;-'- / 
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office concerned informs the Personnel Division on the 
form of the approximate date that the present incumbent 
will vacate the position* 

(2) in Application for Federal Employment (Standard 
Form 57) and a Personal History Statement (Fora Ho* 38-1) 
will be obtained by the Personnel Division and forwarded 
with a Referral Sheet (Form No* 37-9) to the appropriate 
office* If the office is interested, it will indicate the 
position to \foich the individual will be assigned* 

(a) Final selection or rejection of applicants 
for positions above grade GS-5 or equivalent shall 
rest with the appropriate Assistant Director or 
Staff Chief * However, the Personnel Chiefs may 
refer to the Executive rejection cases which they 
believe are not warranted* 

(b) Final authority for the selection and 
assignment of an employee in grade GS-5 or equivalent 
and below, shall rest with the Chiefs, Personnel 
Divisions* 

(c) All assignments are subject to the security 
approval of the Inspection and Security Staff* 

(3) Upon the receipt of a Personnel Action Request 
the Personnel Division will make an offer of employment 
to the individual concerned (subject to satisfactory 
security clearance), and upon indicated acceptance will 
initiate action for security clearance* 
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(4) 'Hi® Personnel Division will notify the office 
concerned of the failure of an Individual to receive 
security clearance and will take appropriate action 

to Inform the individual of his rejection. 

(5) The Executive or the Personnel Chiefs w ill 
contact each individual (including detailed IA C 
personnel) relative to entranee on duty. An indiv idual 
assigned to a personnel pool will be instructed to 
report to duty by the Personnel Division, following 
security clearance. Each individual (incl uding 
detailed IAC personnel) reporting for duty will 
present to the appropriate Assistant Director or 
Staff Chief a written notice from the Personnel 
Division stating that he has been fully cleared and 
assigned for duty. A copy of this notice will be furnished 
the Inspection and Security Staff by the Personnel 
Division. In extraordinary circumstances the Executive 
may give verbal authorization for entrance on duty 

after assuring h inself that all required processing 
has been completed. No individual will be accepted 
for duty unless one of the above provisions has been 
met. 

(6) Statu® of security clearance of prospective 
employees will be obtained from the Inspection and 
Security Staff only by the Personnel Division. 


- 10 - 
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a* An enployee nay be promoted to a higher grade subject 

: 

(1) Existence of a suitable vacancy. 

(2) Complete qualifications of the Indivi dual 
for the vacancy, 

(3) Completion of 90 day detail period to position 

GS-7, or above, iCncumb arb _ of positions lower 

than GS— 7 must have assumed the duties of the position 
to which they are being promoted. Prior to the time 

of detail they must meet testing requirements and 
qualification standards for the redoranended position. 

No enployee shall be detailed to a position allo cated 
higher than one grade above the position which he 
currently occupies* Uiese stipulations do not constitute 
a barrier to promotion of an individual whose position 
has been reclassified to a higher grade. 

(4) Submission of a Personnel Action Request tfe 
the Personnel Division indicating the exact position 
and the date the enployee is detailed in order that 
he may receive credit for the detail period. The 
form muat indicate the allocated position that iHTT 
be occupied. 

(5) Evidence of an efficiency rating as follows* 

GS~4» equivalent, and below Good or better for 
six aoirfcha proceddLog proiaotioa 

-U- 
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GS-5 through GS-13 or equivalent - Very Good or 
Excellent for six months preceding promotion 
03-14 end above — Excellent for one year preoedlng 
promotion 

b. Promotions are limited to one grade except In easee 
idiere no intermediate grades have been recognized. 

c« After considering all the factors indicated above, the 
recommending and approving authorities will use the following 
table as a guide in determining appropriate time in grade for 
promotion purposes s 


as 

mm 


i 

i 


2 

2 

3 months 

3 

3 



4 


4 

5 


5 

6 

6 months 

6 

7 


7 

8 


8 

9 

9 months 




♦ 



10 


12 months 

11 


15 acmtlMi 

IS 


18 Months 

13 


21 months 

M 
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, obSfiDEKTii:--: 

d. Aasistant Directors and Staff Chiefs shall forward 
to the Personnel Division a Personnel Action Bequest con taining 
sufficient information to indicate compliance with the policies 
defined In paragraph 6 above* 

e* A request from a field station for a promotion must 
be accompanied by a Position Description (Standard Form 75) 
prepared by the employee, which outlines the duties and 
responsibilities being performed, together with remarks 
and certification of the immediate superior. In the case 
of a proposed position in the field service the description 
will be prepared by the individual who is most f amiliar with 
the duties and responsibilities to be performed. The 
description must include! 

(1) Factual description of the work being preformed. 

(2) A statement of degree of difficulty and responsi- 
bility inherent in the position. 

(3) An account of the nature and extent of supervision, 
independent judgment and decisions exercised by the incumbent 
f. TJpon receipt of a request for a promotion in the 

departmental service the Personnel Division will audit the 
position involved in order to determine the level of difficulty, 
responsibility, and grade at which the individual is perform- 
ing to ascertain whether he should receive a promotion. 

t* employee occupying a classified position will be 
advanced to the next higher step within his grade, providing 
that he has twelve months of service without an equivalent 
increase in pay for grades GS-IO and below or eighteen moftths 
service for grades GS-11 and above, to addition the 
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employee must have a current efficiency rating of Good or 
better and a satisfactory conduct report. 

11. IntrawAgenay Pdlcv 

a. A Personnel Action Bequest for intra-agency transfer 
will be prepared by the offioe to which the employee is 
being transferred. 

12. Assignment of_IAC_PemoaaeI 

a. It shall be the responsibility of the receiving offioe 
to initiate a completed Personnel Action Request on all IAC 
personnel ( inclu ding citation of the allocated position). 

b. The Personnel Division will initiate a request for 


security clearance. 

c. Upon receipt of security clearance the individual will 
be called to duty by the Personnel Division and will be assigned 
to the requesting office. 

4. IAC personnel will not be allowed to work in restricted 
buildings until they are given a statement by the Personnel 
Division certifying that all provisions for assignment have 
been met. 

e. Separations and intra-agency transfers shall be reported 
to the Personnel Division on Personnel Action Request in tripli- 
cate,, initiated by the appropriate office. 


T *- giilarr AiahiteteaMm 

a. Reg ular full-time employees and temporary employees 


of the Agency with a regular tour of duty compensated on a 

per annum basis will be paid in accordance with the following policy* 

-Ur 


iSm 
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(1) Entrance on Dirty Salary 

(a) Now appointments will be made at the base 
salary of the grade. (Transfers, promotions, demotions, 
re-employment, and reinstatements ore not new appoint- 
ments within the meaning of the requirement.) 

(b) . Employees appointed by transfer, reinstate- 
ment or re-employment to a position of the same grade 
will be permitted to retain periodic pay increases 
previously received. 

(c) Employees appointed by transfer, reinstate- 
ment, or re-employment to a position in a lower grade 
than last held will receive salaries fixed to allow 
credit toward within-grade promotions for all service 
in appointment grade and higher grades. 

( 2 ) Determinant Salary i n Case of Promotion 

(a) When an employee is promoted to a higher grade 
position, he must be compensated at the base of the 
grade if the entrance salary exceeds any he has previous ly 
earned in the Federal Service# 

(b) When an employee who has previous ly received 
a change to a lower grade is promoted, his salary will 
be fixed so as to allow credit toward within-grade 
proiaotion for all previous service In the grade to which 
he Is being promoted or for service in any higher grades# 

(3) fotenainiiur Srinrv In Osa^itf -Change to lower Grade 
(a) To detemtne salary in case of a change to 

lower grade, the employee may be given credit for 
all service previously performed in the lover 

■ £ivL 
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grade and in any higher grades previously held* 

(b) Exceptional Ihe policy outlined above 
does not apply in the following types of cases* 

2* Employees who have earned meritorious 
pay increases* An employee -who has bean given 
a within-grade pay increase because of especially 
meritorious service or as a reward for s^erior. 
accomplishment will be permitted at the time ho 
is demoted to retain one step for each such 
advancement* 

2* Employees who change to lower grades 
to accept probations! appointment* If the change 
to a lower grade is due to employe© 1 s desire to 
accept probational appointment, he will be 
compensated at the step in the lower grade vhihh 
is nearest (but not in ©access of) the present 
salary in the higher grade* 

J* Eaployoes who were changed to lower 
grades for disciplinary reasons* If the employe© 
is changed to a lower grade for disciplinary reasons, 
his salary rate will be set at the base of the grads 
to which he is demoted in the absence of specific 
provision to the contrary* 

b* The salary policy now in affect for classified employees 
also will apply to ungraded with respect tot (l) entrance on 
duty, (2) promotion, (3) change to lover grade, (4) probations! 


- 16 - 
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appointment, and (5) disciplinary action* Ohe term "step 
increase" will be need for ungraded positions in lieu of 
/periodic pay increase" for classified positions# 

(1) An employee transferring from a classified portion 
to an ungraded position will do so without loss in salary 
unless his classified salary was above the top step of 

the ungraded job to which he is being assigned# 

(2) An ungraded employee who receives a conduct and 
off iciency report of Satisfactory or higher will receive 
a step increase after the first six months of ungraded 
service and annually thereafter until the top step has been 
reached# The salary for employees transferring between 
graded and ungraded positions will be determined after 
considering the waiting period elapsed and whether or not 
an equivalent increase is.involved* 

(3) An ejiployee in an ungraded position will have 

an opportunity to earn step increases as a result of meritor- 
ious st3rvice and superior accomplishments * 

14. Career Stoaflwneat 

a* The career management program of the Agency is designed 
to provide f ram within! 

(1) A source of well qualified individuals to fill 
vacancies as they occur* 

(2) A system whereby individuals may qualify and be 
promoted to more responsible positions through training and 
development within the Agency# 

-17- 
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b. It io Agency policy that vacancies will bo filled 
by the best qualified employee available within the Agency. 
The basic considerations for promotion will be proven ability 
and merit. 


a. Assistant Directors and Staff Chiefs shall submit to 
the Personnel Division a Personnel Information (Form Wo* 

37-6) when an employee i 

(1) Changes his name, homo ox* office address, or 
home or office telephone number. 

(2) Is separated from the Agency .by transfer, resignation, 
or enters the military service from civilian employment. 

b. In addition to the above a Personnel Status Report (Form 
No. 3S-7) shall be submitted f ollowing any change in an 
employees marital status. Hie original of the form will 
be routed to the Personnel Division and a copy to the Chief, 
Inspection md Security 


a. Each eoaployee will obtain clearance prior to final 
payment. Clearance will be obtained on a Final Payment Clearance 
Sheet (Form No. 34*00) when an employee io being terminated, 
leaving for overseas duty, granted leave without pay for a 
period in excess of 60 calendar days, or being transferred 

to or from an unvouchered fund status. 

b. The Personnel Division will be notified by Personnel 
Action Request at least one week prior to the effective date 


}0gf|||piti|sr- 
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* th * '“•“■Ml totton Bequest 

the Porsonnol/iECtr Bake neoessaiy arrangements for an exit inter- 

view and for final clearance, win direct the employee to the 
mention and Security Staff for security clearance, and will 
ttl0n abt8ia the additlMal required clearance b^ tel^ne, 
obtain the employee's signature, and direct the employee 
to deliver the fora to the applicable payroll office. When 
the employee is unavailable all action indicated will be 
taken except procurement of the enployeefe signature, 
o. 3ho Chief of afield office willt 

(1) De-brief the employee. 

(2) On the Pinal Payment Clearance Sheet complete 
certification blocks "office to which assigned" and 
"Security Branch". 

(3) Obtain employee's 'signature and forwarding ' ^ 
address, 

(4) Forward the form to the Personnel Division 

through established channels. 

17. a»- r.gm.ti„, .ui eanm ^ pers<)m<a 

* tkl * '»«■ "«rt and covert, and aU 

appllM to the fultost possible «e»t In car^g out specific 

provisions of Confidential Pond, Begulation. covering covert 
personnel actions. 


DISTRIBUTION* a. 


s. H. HIUEMOETOR 

Bear Admiral, BSE 

Director of Central Intelligence 
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■A V 


PERSONNEL CIREGTUH 


1 do (not) oonour 


•DDQET CFT’ICEIL 


I do (not) concur 
CHIEP, SPECIAL SUPP0BT STUFF 


ao (not) ooncur 


CHIEF, ADttllilSTftATIVE STAFF 


I do (not) concur 


CHIEF, PERSONNEL, SSS_ 


I do (not) concur 
CHIEF, PERSONNEL, ADMIN. STAFF, 

GENERAL COUNSE. 


.DATE 


DATE 


.DATE 


.DATE 


.DATE 



DATE 


DATE 




STATINTL 
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Uft'CtASAI F I ED > C^RESTR I CT ^ CONFIDENTIAL 3ECRET 

(SENDER Vn?uaJ?CLE-GL'Aw VFICATION TOP AND BOTTOM) , 


central intelligence AflENcr EsecuHve : 

OFFICIAL ROUTING SLIP 7“~"“ 


IW8T UL8I DAT£_ 


tnChr. 


STATINTL 


i 

mm 7 . 

ffcOVAL I -J IN FORMATION 


Ut^J^PROVAL 
| ij- TA CTION^ 

I -ICOMHENT 
I (CONCURRENCE 


'DIRECT REPLY 


initials! date 


I -3M SIGNATURE 


L 1 PREPARATION OF REPLY 


DISPATCH 


RECOMMENDATION 


REMARKS: ‘J* 




SECRET COHF I PENTI Al 


RESTR I CTEPJ^ UNCLASS I FI ED 


L "«• 30-4 

SEP » *47 
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RESTRICTED 


ADMINISTRATIVE INSTRUCTION 


SUBJECT * Personnel Policies and Procedures 


- 7 ^* (jiu^ 


f ~ (This rescinds Adminystrative Instructions dated 

31 October 191*6 j Amendment No. 1. dated 13 

December 191*6 and 10 October 191*7 respectively: 

I /. an ^ Amendment No. 1, dated 2k April 19l*7 and 2 September 
-fa' J > / 1?47 respe ctively; dated 1* December 191+7* and 

Fl^’M dated 30 June 191*8, Thi&^leo-reseinds M,mo- 

/ W \jjt \ randum dated 1* February 19l*7, Subject: Policy Governing 
,V’ / Classification of Positions in CIG, to the Assistant 

I l Directors of all Offices and Chief of Coordinating and 

Planning staff). 

1« Personnel Branch Responsib-i'Ht.-iog 

a. The Personnel Branch, A&M, is responsible for performing 
the following functions with respect to procurement processing, position 
classification and termination of personnel : 

(1) Maintaining a^U>e^ of authorized vacancies and ap- 
proved requisitions. 

( 2 ) Establishing prioritj^i^^ecruitment on an agency- 
wide basis. 

(3) Maintaining constant contact with potential recruit- 
ment sources ,,^-Gfiy--the-Per6onnel-Branch»-AHIv-will. 
'-eetablish-such-contacts for procurement purposes^)' 

(1*) Contacting and negotiating v.ith individual applicants 
for employment. 

(5) Coordinating utith the Executive for Inspection and 

r vv»2/ 

Security for the - purpo oe of A initiating aid expediting 
security clearancejfor prospective employees# 

(6) Finally approving all personnel actions for grades 
P-?r GAF-12 and belcw. Grades P-6, CAF-13 and above 


restricted - 
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require the 


of the Executive Director 


or in his absence the Executive for Administration 
and Management* 

(7) Glassification and allocation of positions to appro- 
priate service, grade and class, and for determining 
rates of pay applicable to positions not subject to 
the provisions of the Classification Act* 

(8) Processing all personnel actions including appoint- 
ments, intra-agency transfers, promotions, demotions, 
within-grade promotions, and separations, 

(9) Providing an employee relations program to protect 
and stimulate employee interest and to serve as a 
medium for management-employee relationships, 

(10) All disciplinary action iri.ll be considered and acted 
upon by the Personnel Branch, based upon written 
charges prepared by the operating agency and signed 


by the Assistant Director or Staff 


concerned# 


(11) Establishing and operating a testing and training 
program to improve the selection and performance of 

employees* 

(12) Maintaining liaison with the Dept, of State and the 
armed forces for the purpose of ^pporting tadmir^ 

eiirt gni^yJAC personnel* ^A33r^en taot o 
relative' to "eueh 

(13) Providing a comprehensive medical program to insure 
the health and physical well-being of all employees. 

RESTRICTED 
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h Branch, 

Civil Service 0om»i Mlo „ on ^ ^ '»Mthnt liaiaon mth 

each „ classification of position! ^ ^ ^ 

“ " ~ - — Service retis'tens/r 7 ^” 8 ” ^ 
^^ LPersonnel Actions 

a. Assistant Directors and staff Chiefs 
insuring against personnel aef < responsible for 

^ nnel actions affecting indiv^., •. 
supervision which are not h fl r, S dividuals under their 

Uve extends throughout “* EmPhaSlS ° D 

assist to . JUTnTaZ:' - 

hlnations, etc. n, rlt shall b . 0 „ iOM ' leave deter- 

abuity ’ «— «—*. T*" dM0Mtmed 

thoroughly fwtn .. j i must become so 

7 amiliar with the personnel 

utilisation that and their 

cognize any contrary ten,u„ 

Priate action ijnmediately. ^ d y and tak ® appro- 

3. N icies for Aup Mn^.,, 

• All CIA positions are filled // 

~ * direct r^ w 172 

01 «1 CcnMssicn. However, all position 

accordance with catabliah*, civil M *" fUled *> 

Service procedures# 

b. toU «”C policy Is . status for 
Whs to fin vacant poaitloM, ■»«"*- 

(1) service .ill ta 

IT" •— -» «— W«u 1'a.d 

^ t. serve the firat fall w ^ 

re 
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(2) Individuals with prior Government service uho have 

served under war service or excepted appointments 
Trill be given an excepted appointment under “Schedule A" 
and will be required to serve the first six months of 
service in a trial period status* 

(3) Individuals with Civil Service status will be 
appointed by transfer or reinstatement to positions 
without any time limitation or trial period# 

c. During the trial period the employee will receive the special 
attention and instruction required to acquaint him with his duties and to 
develop his ability to perform his work in the most satisfactory manner. 
After a fair and full trial period, an employee will be terminated if his 
services A aro unsatisfactory# Employees with veteran^ preference or 
Civil Service status will be accorded all rights and privileges granted 
them under the Veterans Preference Act of 19U* r as amended, and Civil 
Service rules and regulations# 

U# Promotion Policies 

a# Civilian employees may be promoted to higher grades subject 


ILLEGIB 




(1) Existence of a suitable vacancy. 

(2) Complete qualification of the individual for the vacancy. 

(3) Proven and demonstrated ability to .perform the duties 

nf th e p osition of t henMethlphwr for a min imum 

^^pwiod of ftntsMifr rlnnn not consti- 

tute a barrier to A individuals whose positions have been 
k — - — Egclassified to higher grades\lThA i4n»~W ^ period l 


* — — -1 — — reclassified to higher grade s.VjT: 

yviudU' C* A/* ~ 7 e^A^L. y 
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I outlined here^^ioIxLd be coveijj^^y a memorandum 
t of detail juiced in the employee* s file at the 
beginnffig of such period# 

A “f—y Good” or " Br pe ll en t *' efficiency rating for 
the preceding sdjwnonth period, witJj^Uie exception ) 

of promotiope to grades P-7* and above, / 

which require an ,r ExcellentjKefficiency rating for 
thyf>receding twelveHnonJm period# 

♦ 

b# Prcwotions are limited to one grade except in those cases 
where no intermediate grade has been established# 

^byEach Assistant Directpp-arid Staff Chief ^^WSuld, in acc 
ance with this^licy, ppe^Iae an opportunijy'for advancemerrjt^Sf all / 
employees under^hM^yisdiction basjed^pon^ of the i 


capabilities of hig/employees#^ 

Qr/ After considering all the factors indicated above, the 
recommending and approving authorities will use the following table as 
a guide in determining appropriate time in grade for promotion purposes: 


3 months 


6 months 
9 months 


12 months 
10 months 
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a. Employees may not seek reassignment within CIA without the 
prior written approval of the Chief, Personnel Branch, Mh or his 
authorised representative. Such approval will be based upon the recom- 
mendation of the appropriate Assistant Director or Staff Chief. 

jf Of>erV/£ or/ p&rte/inej 

b. -Assistant _ Direetors-and-Staf f~ Chiefs may not interview or 

seek the transfer of personnel un ti l sme ll employee pr e s e nt e th e A written 
approval described inj£a above. 

6. Appointment Processing Procedures 

a. The following procedures are established for the processing 
of am- individual for employment within CIA t 

(1) Assist* t Directors and Staff Chiefs will transmit ’RecruiiwnJ- 
Fora Mo. 37-8 in duplicate to the Personnel Branch 

as Ac requisition} to fill authorised vacancies and 

Personnel fatten l?e$uest 

forward^Fora No. 37-3 in quadruplicate to the 

Personnel Branch as ^ requisitions for actual employ- 

^ 1 . — 

Dent of the* individual selected, 

^ Mshrf 

(2) /a)ForaB No. 57 an^8-l will be obtained by the Personnel 

Branch and will be forwarded to appropriate offices 
within CIA* If interested* the off ice will Indicate 
to the Personnel Branch the position to which the 
individual will be assigned* Final selection or 
rejection* above grade GAF-5* will rest with the 
appropriate Assistant Director or Staff Chief. 

RESTRiaED 
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(li} Final authority for the selection and assignment of 

. w and wage rates 

employees /grade equivalent grades/and below, 

cUf, 

rests with the^Personnel Branch and consequently such 
cases are not referred to Assistant Directors or Staff 
Chiefs for action, - Th e P e w w m t l jge n e h will d ete mto e 

t i n e ul fr mMU +y n i faalifiaatoUwe . ^ All personnel 

. approval 

assignments are subject to the ee n s uwen ce of the 

Executive for I & S. 

(3) tJjpon the receipt of Form No. 37-3* the Personnel 

Branch will make an offer of employment to the individ- 
ual concerned, A and dpon Indicated acceptance will 
initiate action for security clearance. 

(U) The Personnel Branch will notify the office concerned 
of the failure of individuals to receive security 
clearance and will take appropriate action to inform 
the individual of his rejection. 

(5) The Executive for Administration and Management, or 

the Chief, Personnel Branch, will contact all individ- 

tUXouJUj 

uals (including eatgeed IAC personnel) relative to 
entrance on duty. Individuals assigned to personnel 
pools will be instructed to report for duty in the 
various offices by the Chief, Personnel Branch, 
following security clearance. Each individual, includ- 
ing assigned IAC personnel, reporting for duty win 
present to the appropriate Assistant Director or Staff 
Chief a written notice from the Chief, Personnel Branch, 


RESTRICTED- 
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stating that such Individual has been fully cleared 
and is assigned te=&ta for duty, A copy of this 
notice ie^Curnished the Executive for Inspection and 
Security# In extraordinary circumstances, the Execu- 
tive for Administration and Management may give verbal 

4 ■ 

authorisation for entrance on duty after assuring him- 
self that all required processing has been completed* 
7# Promotion Processing Procedures ' 

a* Assistant Directors and Staff Chiefs Twill forward Form Jkf, 
37-3 to the Personnel Branchy T his r e qu e ot f o r prom ot i o n ac t i o n must 
contain^sufficient information to indicate compliance with the policies 
defined in paragraph U above * ^8 a e h r e o o«!»nctetiott~fo 
JtKt^bjeot-Wrdeskrauditpa^ 


PRoMeTio i\j C,<JLS** 


the~in<Mmbenb^ae~3w^ ; 


b. Requests from field stations for promotion,^ii4fWw roauBign^ 

/ w C I U d e. "Re.^tCiS , 

^jMB^must be accompanied by an employee-prepared position description > 

/ qrrd</e 

which outlines present* duties and responsibilities ^together with the 

remarks and certification of the immediate supervisor* The position 

description should includes 

(1) An original, objective, concrete and factual word 
picture of the job being performed* 

(2) The degree of difficulty and responsibility inherent 
in the position, 

(3) The nature and extent of supervision and of independent 
judgments and decisions exercised by the incumbent. 


r emotion cai 


ftSTOnsro&ities, 


l^, th^iatu^ and ^^e^of)^c^ 
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c. After review of all factors by the Personnel Branch, proper 
disposition of the case will be made. 

8, Salary Administration 


Regular full-time employees and temporary employees of CI/L with 
a regular tour of duty compensated on a per annum basis will be paid in 
accordance with the following policy i 
a. Entrance on Duty Salary. 


(1) New appointments will be made at the base salary of 

the grade. (Transfers, promotions, demotions, reemploy- 
ment, reappointments and reinstatements are not new 
appointments within the meaning of this regulation.) 

(2) Employees appointed by transfer, reinstatement or 
reemployment to a position of the same grade will be 
permitted to retain periodic pay increases previously 
received. 

(3) Employees appointed by transfer, reinstatement, or 
reemployment to a position in a lower grade than last 
held will receive salaries fixed to allow credit toward 
within-grade promotions for all service in -that /grade 

higher grades. 


b. Dete 




Salary In Gas. of Promotion 


(1) When an employee is prowted to a higher grade position, 
he must be compensated at the base of the grade if the 
entrance salary exceeds any he has previously earned 
in the Federal Service. 


RESTRICTED 
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(2) When an employee who has previously received a change 
to a lower grade is promoted, his salary will be fixed 
so as to allow credit toward within-grade promotion 
for all previous service in the grade to which he is 
being promoted or for service in any higher grades# 
Determining Salary in Case of Change to Lower Grade # 

(1) To determine salary in case of a change to lower 
grade, the employee maj be given credit for all 
service previously performed in the lower grade and 
in any higher grades previously held# 

(2) Exceptions 1 The_ policy outlined above does not 
apply in the following type of cases t 

(a) Employees who have earned meritorious pay 
increases# An employee who has been given a 
within-grade pay increase because of especially 
meritorious service or as a reward for superior 
accomplishment will , at the time he is demoted, 
be permitted to retain one step for each such 
advancement# 

(b) Change to lower grade to accept probations! 
appointment# If the change to a lower grade is 
due to employee's desire to accept probat ional 
appointment, ha will be compensated at the step 
in the lower grade ifrich is nearest (but not in 
excess of) the present salary in the higher grade* 

restricted 
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If the employee is changed to a loner grade for 
disciplinary reasons, his salary rate will he 
set at the base of the grade to which he is 
demoted, in the absence of specific provision, 
to the contrary. 

9. Within-Grade Promotions 

a. An employee occupying a classified position may be advanced 
to the next higher rate within his grade, provided that he has twelve 
months of service for grades P-3, CAP-10 and below or has eighteen 
months service for grades P-U, CAF-11 and above, m addition, the 
employee must have a current efficiency rating of "good" or better. 

b. The Chief, Personnel Branch, is responsible for keeping 
records to determine when employees are eligible for within-grade promo- 
tions. Prior to the actual salaxy increase, the Chief, Personnel Branch, 

PA+ii ij. 

will sen^Fonn No. 37—105 to the employee's immediate supervisor for 
certification that the employee's conduct is satisfactory. Determination 
will also be made that the efficiency rating is appropriate. 

c. Provisions exist for the advancement by step promotions 
for personnel occupying positions not subject to the provisions of the 

Classification Act. _ 

ffl. ffss /9n WM t &-f Zflc /)e /i?S/e / Ac rso/sne/ 

(< - -- ' -m* It shaDTbe th^responsibility of the receiving ^Maob-er Of- 

6* 'S'fd'ff St tfio.n 

fice^to initiate a completed Form 37-3 on all assigned IAC personnel 
prior to entrance on duty* The 37-3 (3 copies) shall be accompanied 
by Personal History Statement (2 copies)* 

r es t a ted 
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hr The Personnel *««* initiate request for security clear- 

ance. 


C. Separations and Intra-igency transfer. „f nc rtu 

** W to Per,,™,,! Branch by Pen. 37-3, Initiated by th, appro- 
priate office. 

11* Termination 

«. «d swi «£ij5u M^ut, Pm 

*>. 37-3 for employ... end*- their ^ ^ ^ 

nations, statins th. r^son therefor, together with any expu^tl^ £uk'“' 
W help to prev»t th. I... of the e^loy,,, fo r*«l the .carted 
fom to th. Chief, Personnel Branch, at least tn. -n-eke in advance of 
the eeparation date. Upon receipt of Fen, 3M( ^ 

after Pr*e»d.t interri™, in^i^tanc.. in ehloh the e^oy,. rtlu 

f resign, mu p r .pa^po m 31.-30 indicating thereon the renting t. 
be followed for clearance. 
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CONFIDENT! A L 

CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


Exooutlvo Registry 


ADMINISTRATIVE INSTRUCTION 

no. 


9 December 19li9 


SUBJECT! 


Personnel policies and Procedures 


RESCISSIONS: Administrative Instruction 
Administrative Instruction 
Administrative Instruction 


ated 17 August 19^8 
dated 2 $ March 19U7 
dated 11 August 19U9 


REFERENCE: General Order 


(Revised), dated 5 October l?!# 


1. General Policy 

a. Authority is delegated by approved statements of 
functional responsibilities, separate specific delegations, , 
and this Instruction to the Agency officials listed be lew 

to take implementing action on personnel actions recommended j 
by Assistant Directors and Staff Chiefs (appointment, employ- 
ment, classification and reclassification of positions, pro- 
motion, demotion, transfer, and separation of individuals ) for 
the Director: 

Executive 

Deputy Executive 

Personnel Director 

Chief, Administrative Staff 

Chief, Personnel Division, Administrative Staff 

Chief, Special Support Staff 

Chief, Employees Division, Special Support Staff 

Designated subordinates of the above listed officials 

b. Officials and employees not listed above should not 
discuss personnel potions with individuals to whom such actions 
will apply without prior clearance from the appropriate offi- 
cial listed above* Such clearance will in no case include 
authorization to make commitments of any nature for actual 
employment or salary level. Violation of this policy may result 
in the immediate dismissal of the individual guilty of the 
violation. 

c. No appointment in or promotion to grades GS-16 and 
above will be made without the prior approval of the Director 
personally. 
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2. |rp»#}3Ptting 

a* Officials and employees of this Agency, including those 
listed in paragraph la above, are prohibited from discussing em- 
ployment possibilities with any employee of any other government 
agency or employees of the Congress without the presentation of a 
written release for such discussion from the employing agency of 
the individual concerned. 

b* The policy stated in paragraph 2a above will also apply to 
intr*-agency transfers between Offices and Staff Sections, except 
in connection with the application of Agency career management 
policies by authorized officials listed in paragraph la above. 

c. It is expected that other government agencies will observe 
a reciprocal non-proselyting policy in dealing with CIA employees* 
Such employees who obtain employment with other government agencies 
without obtaining prior release may be required to resign in order 
to accept such employment. 

d. In connection with the above, there is no objection to the 
officials listed in paragraph la above contacting any other agency, 
when desired by Assistant Directors or Staff Chiefs, to ascertain 
whether a specific individual can be made available for employment 
by CIA and, if no objection is made, to arrange for appropriate 
interviews and security checks within CIA prior to actual separa- 
tion of such individual from his current employment. 

3* Definitions 

a. Tie jurisdiction of each of the Personnel Staffs of CIA is 
defined in published statements of functional responsibility. In 
order to avoid duplication of instructions the term "Personnel 
Divisions" as used herein will pertain to each of the following 
activities to the extent of its published functions, ’inless other- 
wise stated: 

Personnel Division, Administrative Staff 
Employees Division, Special Support Staff 

b* IAC personnel are those individuals detailed for duty with 
CIA from the State Department or the Department of Defense. 


c. Departmental Service includes all positions in the head- 
quarters or central office of the Agency. 
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ho Inquiring 

All inquiries either written or verbal, from the White House, 
members of the Congress, or Committees of. national political parties 
received by any individual or activity of this Agency will be immedi- 
ately referred to the General Counsel for action and preparation of 
reply. The General Counsel is responsible for adequate coordination 
in each case prior to preparation of reply. 

5° General Responsibilities of Personnel Divisions 

Under the policy guidance of the Personnel Director ard the 
dii-bct siiperviaion of the Chiefs of the Administrative and Special 
Support Staffs, the Personnel Divisions are responsible for: 

a. Procurement, placement, processing, appointment, promotion, 

demotion, within- grade advances, suspension, and termination of > 

individual employees, to meet the stated requirements o|| recom- \/ 
mendations of Assistant Directors and Staff Chiefs concerned, or 
mandatory provisions of law and government regulations. 

b. Assisting the Personnel Director to establish qualifica- 
tion standards for all positions. 

c. Recommending position class if a nation for all positions to 
the Personnel Director. 

* x d L Asai8t; f n g th ® Personnel Director to establish salary admin- 
istration, efficiency rating and career management programs, and 
for carrying out such programs when established. 

e. Maintaining a current record of authorized vacancies and 

approved procurement requests against such vacancies. 
f« Establishing personnel procurement priorities. 

g. Maintaining continual contacts with potential personnel 
procurement sources. 

* iais ° n ^ th W- Staff (except by the Execu- 
tive or Personnel Director) relative to personnel security checks 

A11 / e( l u ® st « for initiation of and information 
personnel security checks and clearances 

will bo channeled through the Personnel Divisions. 

* ralni ” 8 prw 

r.dittoX“Sfp e r;»<S;*^ e r,t,nti “ r,eiSter> for 

k. Taking implementing action on all disciplinary actions whicM \ / 

are recommended in writing tyr Assistant Directors and Staff Chiefs. \ ^ 
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. Ta \ ing im P lem «nting action on recommended personnel 
actions involving grades 0S-12 and below, except when there 

Stlff n ch^f V ° d disagr * om8nts "ilk Assistant Directors or 
Staff Chiefs concerned# 

Exa cu y» ndin S through the Personnel Director to the 
a a ^i° n 7 P^sonnel actions involving grade# 
re * ( See P ara e ra P h lo re actions involving 

tions to S t^ m d a ?° V 0 4 * Th ® Exocutiv « wiH make recommfnda- 
tions to th 3 Director in each such case#) 

™ (£2 * ef !5 rl " g 811 psrsonne] actions through th# Personn#l 

Director to the Executive where there is unresolved dw 
ment with the Assistant Director or Staff Chief concerned ~ 

6 . Medical Standarde 

as SStSs 

7 * Merit and Qualifications of Individuals 

- - ® -a- 

familiar S Sth T pewn^5 S SS theS^rtsdicUon ST* th °f° Ughl}r 

dust and objective insure the 

®* Initiat ion of Personnel Actioni 

sswSsSHfS'- 

appropriate roraom .1 Dirt **. 8 .«h 
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OON'FI DE N T I A L 


2. Proselyting 


a. Officials and employees of this Agency, including 
those listed in paragraph la above, are prohibited from 
disousoing employment possibilities with any employee of 
any other government agency or employees of the Congress 
without the presentation of a written release for such 
discussion from the employing agency of the individual 
concerned. 

b. The policy stated in paragraph 2a above will also 
apply to intrar-agency transfers between Offices and Staff 
Sections, except in connection with the application of 
Agency career management policies by authorized officials 
listed in paragraph la above\ 

o. It is expected that other government agencies will 
observe a reciprocal non-proselyting policy in dealing with 
CIA employees. Such employe es\ who obtain employmejjjtHdth 
other government agencies withqut obtaining priop^release 
mayv^^i&HM to resign in order to accept jpaeh employment. 


3. Definitions 

a. The jurisdiction of each of ttyf Personnel Staffs of 
CIA is defined in published statement of functional responsi- 
bility. In order to avoid duplication of Instructions the 
c/ter* "Personnel Divisions” as used/ herein will pertain to each 
of the following activities to the extent of its published 
functions, unless otherwise stated: 


Personnel Division, 


Employees Division 


V 


listrative Staff 
Special Sujbport Staff 


b. IAC personnel are /those individt 
duty with CIA from the State Department ■ 
of Defense. 


Ls detailed for 
>r the Department 


c. Departmental Service includes all\ positions in the 
headquarters or central office of the Agency. 
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4. laaricteB 

All inquires, either written or verbal, from the White 
House, members of the Congress, or Committees of National Political 
Parties received by any individual or activity of this Agency will 
be immediately referred to the General Counsel for actidn and 
^perparation of reply. The General Counsel is responsible for 
adequate coordination in each case priov to preparation of reply. 


-w MM mm ■■ rrr’riwur—BTra T« ■ T fc r . HUHV * ■r a YfiT J 

Under the policy guidance of the Personnel Director and 
the direct supervision of the Chiefs of the Adminiatrative and 
Special Support Staffs, the Personnel Divisions are responsible fori 

a. Procurement, placement, processing, appointment, 
promotion, demotion, within-grad© advances, suspension, and 
tennination of individual employees, 


b. 'iEERSSgV Personnel Dir 
cation standards for all positions. 


qua|ifi- 


c. Recommending position cl 
to the Personnel Director, 


ssification for all positions 


d. Assisting the ^Personnel/ Director to establish s alar y 
administration, efficiency ratting and career management 
programs, and for carrying out such programs when established, 

e. Maintaining a currWt record of authorised vacancies 
and approved procurement requests against such Vacancies, 

f. Establishing persranei^prociirement priorities, 

g. Maintaining continual contacts with potential personnel 

procurement sources, f \ 

h. Exclusive liaison with the I&S Staff (except by the 
Executive or Personnel Director) relative to personnel security 
checks and clearances'. All requests fpr initiation of and 
infonnation relative/ to status of personnel security checks 

and clearances will jbe channeled through, the Personnel Divisions, 

I, Establishing personnel training programs within 
specifically authorized limitations, 

J. Establishing and maintaining retention registers 
for reduction-in-force procedures, 

T ^ 

k, ^vi e wi ng-and^^ting/ A on all disciplinary actions 
which are si gn e d and - pr e s en t e d -, by Assistant Directors and 
Staff Chiefs. 
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1. (1) 

involving grades GS-12 and below, except when there 

zjsr^sssr uith 4s3i ' t ““ bito ‘ 0 ** 

5 rsss.'sss, 
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V»5S tf tto if 
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u Ject to established medical 1st andards. Inasmuch ds the aim! no 

5 ? toSSmS’ Z5 S. taav n? 1 “* iSST 

cLSaai^taiJew 0 ? n ST° f the Woyees Compensation 
1 9 no walvors of Physical Vequirements/klll be granted. 

Ifegit and Qualif ications of Xndfo-irh 

._*• ^h® basis for nil personnel ^ 
will be individual qualifications , 
considerations , family relatlonshipo, 
preg^res or considerations will nbt - 

*T ^ *>•»«»* 

wv b * Determination of relative merit and qikliflcations trill 

- j?.s£2*k£ rsr." 1 ^ V tou °«”*» 

sJmSsuk j&sifsf* 

JUBt and objective administration of this policy. 
a * Initiation of Personne l Aotlona 

- rt „ f ‘ D ireetors and Staff Chiefs are responsible 

their h 1u^flriwi° n of .P® rsoi “ el actions on individuaS under 
W *? d T1 for the routing of such actions to the 
appropriate Personnel Division. They may designate such 

~tr 


'toons in the Agency 
relative merit. Personal 
’avoritism, and external 
permitted to influence 
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Individuals within their organizations as may be considered 
desirable to sign and forward such actions. Ihe names $£ 
individuals so designated, and any changes in such designa- 
tions, will be communicated in writing to the appropriate 
Personnel Division. 

b. Each personnel action requiring action by the Executive 
will be signed personally by the Assistant Director or Staff 
Chief concerned. 

9. Belationg.-wlth the Civil Service ConmiaBion 

a. The Classification Aot of 1949 exempts the CIA from 
its provisions. Our personnel program^ :^|Boludlng position 
classification, appointment, promotion, etc., is carried out 
within the Agency without prior Civil Service Commission 
review. The Director has signed a .written agreement with 
the Civil Service Commission to adhere strictly to the 
provisions of the Classification Act in administering the 
Agency personnel program. The Civil Service Commission also 
has agreed to provide advice and guidance whenever called 
upon to do so. 

b. The supervisory and review functions previously 
exercised by the Civil Service Commission have been delegated 

to the Personnel Director and his Staff for all Agency personnel 
matters, regardless of their security classification. 

10. Appointment Policies and Procedures 

a. Positions are filled by direct recruitment rather 
than by certification from the Civil Service Commission, but 
in accordance with established Civil Service procedure. 

b. The following policy is established for effecting 
appointments to fill vacant positions: 

(1) An individual without prior Government service 
will be oarrled in a trial period status for the first 
full year. 

i (2) An individual with prior Government service 
■ho has served under war service or excepted appointments 
will be required to serve the first six months in a trial 
period status. 

(3) An individual with Civil Service status will be 
appointed by transfer or reinstatement without any time 
limitation or trial period. 


-5- 
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o. During the trial period an employee will receive the 
opeoial attention and instruction required to acquaint him 
with hie duties and to develop his ability to perform his 
work in the most satisfactory manner. After a fair and full 
trial period an employee will be terminated if his services 
do not meet Agency standards. An employee with veterans 1 prefer- 
ence or Civil Service status will be accorded all rights and 
privileges granted him under the Veterans Preference Act of 
1944# as amended* and Civil Service rules and regulations. 

(These privileges are subject to speeial final authority granted 
to the Director by the National Seourity Act of 1947. ) Under 
certain conditions, it is possible for employees to achieve 
permanent Civil Service status while serving in this Agency. 

The Standard Civil Service regulations will be followed in 
each instance, after initial clearance has been received from 
the Personnel Relations Branch, Personnel Division. 

d. The following procedures are established for processing 
individuals for employment within CIA: 

(1) Assistant Directors and Staff Chiefs shall transmit 
Recruitment Requests in the original and three copies to 
the Personnel Division as requisitions to fill authorized 
vacancies# A Personnel Action Request (Form No. 37-3 or 
37-1) in quadruplicate shall be forwarded to the Personnel 
Division as a requisition for actual employment of an 
individual. In order to initiate security clearance a 
Personnel Action Request may be submitted against a position 
currently filled, providing the office concerned informs 
the Personnel Division on the form of the approximate date 
that the present incumbent will vacate the position. 

(2) An Application for Employment and a Personal History 
Statement will be obtained by the Personnel Division and 
forwarded with a Referral Sheet to the appropriate office# 

After careful review, the file will be returned to the 
Personnel Office with request for personnel action or 
reason for rejection# 

(a) Final selection or rejection of applicants 
for positions above grade GS-5 or equivalent shall 
normally rest with the appropriate Assistant Director 
or Staff Chief, subject to qualifications review by the 
Personnel Divisions. Ihe Personnel Chiefs may refer 

to the Executive through the Personnel Director, acceptance 
or rejection oases which they Iplieve are not warranted. 

(b) F inal authority for the selection and assignment 
of an employee in grade GS-5 or equivalent and below, 
shall rest with the Chiefs, Personnel Divisions. 

- 6 - 
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(o) All assignments are subject to the security 

approval of the Inspection and Security Staff. 

(3) Upon the receipt of a Personnel Aotion Request 
the Personnel Division will make an offer of employment 
to the individual concerned (subject to satisfactory 
security clearance) | and upon indicated acceptance will 
initiate aotion for security clearance, 

(4) The Personnel Division will notify the office 
concerned of the failure of an individual to receive 
security clearance and will take appropriate action to 
inform the individual of his rejection. 

(5) The Personnel Chiefs will contact each individual 
(including detailed IAC personnel) relative to entrance 
on duty. An individual assigned to a personnel pool will 
be instructed to report to duty by the Personnel Division, 
following security clearance. Each individual (incl uding 
detailed IAC personnel) reporting for duty will present 

to the appropriate Assistant Director or Staff Chief a 
written notice from the Personnel Division stating that 
he has been fully cleared and assigned for duty, A copy 
of this notice will be furnished the Inspection and Security 
Staff by the Personnel Division. Hi extraordinary circum- 
stances the Executive or the Personnel Director may give 
verbal authorization for entrance on duty after assuring 
that all required processing has been completed. No indi- 
vidual will be accepted for duty unless one of the above 
provisions has been met. 

Promotion Policies a nd Procedures 

a. An enployee may be promoted to a higher grade subject 


(1) Existence of a suitable vacancy. 

(2) Complete qualifications of the individual for 
the vacancy. 

(3) Completion of 90 day detail period to position 
OS-7, or above. Incumbents of positions lower GS-7 
must have assumed the duties of the position to which they 
are being promoted. Prior to the time of detail they must 
meet testing requirements and qualification standards for 
the reconmended position. No enployee shall be detailed 
to a position allooated higher than one grade above the 
position which he currently occupies. These stipulations 
do not constitute a barrier to promotion of an individual 
whose position has been reclassified to a higher grade. 

-7- 
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(4) S ubmis sion of a Personnel Action Request to the 
Pe rsonne l Division indicating the exact position and the 
date five employee is detailed in order that he may receive 
credit for the detail period. The form must indicate the 
allocated position that will be oocupied. 

(5) Evidence of an efficiency rating as follows: 

(a) GS-A, equivalent, and below - Good or better 
for six months preceding promotion, 

(to) GS-5 through GS-13 or equivalent - Very 
Good or Excellent for six months preceding promotion. 

(o) GS-14 and above - Excellent for one year 

preceding promotion. 

b. Promotions are limited to one grade except in cases 
where no intermediate grades have been recogni»ed. 

o. After considering all the factors indicated above, 
the recommending and approving authorities will use the 
following table as a guide in determining appropriate time 
in grade for promotion purposes: 


GS 

CPC 

Time in Grade 

i 

1 


2 

2 

3 months 

3 

3 



4 


4 

5 

6 months 

5 

6 

6 

7 


7 

8 


8 

9 

9 months 


10 


9 

10 


22 months 

11 


15 months 

22 


IB months 

13 


21 months 

14 


24 months 
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d. Assistant Directors and Staff Chiefs shall forward 
to the Personnel Division a Personnel Action Request contain- 
ing sufficient information to indicate compliance with the 
policies defined in paragraph(^above, 

e. A request from a field station for a promotion must 
be accompanied by a Position Description prepared by the 
employee, which outlines the duties and responsibilities being 
performed, together with remarks and certification of the 
immediate superior. In the case of a proposed position in 
the field service the description will be prepared by the indi- 
vidual who is most familiar with the duties and responsibilities 
to be performed* The description must include* 

(1) Factual description of the work being performed. 

(2) A statement of degree of difficulty and responsi- 
bility inherent In the position. 

(3) An account of the nature and extent of supervision, 
independent judgment and decisions exercised by the incum- 
bent, 

f. Upon receipt of a request for a promotion in the depart- 
mental service the Personnel Division will audit the position 
involved in order to determine the level of difficulty, responsi 
bility, and grade at which the individual is performing to 
ascertain whether he should receive a promotion, 

g. An employee occupying a classified position will be 
advanced to the next higher step within his grade, providing 
that he has 52 weeks of service without an equivalent increase 
in pay for grades GS-10 and below or 78 weeks service for 
grades GS-11 and above. In addition the employee must have 
a current efficiency rating of Good or better and a satisfactory 
conduct report. 

12. Intra-^Agoncy transfer. Policy 
A Personnel Action Request for intra-agency transfer will 

be prepared by the office to which the employee is being transferred. 
The Personnel Division will coordinate witn the l&S Staff where 
appropriate. 

13 . Isismal 

a. It shall be the responsibility of the receiving office 
to initiate a completed Personnel Action Request on all IAC 
personnel (including citation of the allocated position), 

b, The Personnel Division will initiate a request for 
seotiftity clearance. 

C0NFIDEH TIA L 
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o. Upon reoelpt of seourity clearance the individual 
will be oolled to duty by the Personnel Division and will 
be assigned to the requesting office. 

d, IAC personnel will not be allowed to work in restricted 
buildings until they are given a statement by the Personnel 
Division certifying that all provisions for assignment have 
been met. 

e. Separations and intra-agency transfers shall be reported 
to the Personnel Division on Personnel Action Request in tripli- 
cate, initiated by the appropriate office. The Personnel Divi- 
sion will coordinate with the I&S Staff where appropriate. 

14. Salary Administration 

a. Regular full-time employees and temporary employees 
of the Agency with a regular tour of duty compensated on a pfr 
annum basis will be paid in accordance with the following 
policy: 

(1) Entrance on Duty Salary 

(a) New appointments will be made at the base 
salary of the grade. (Transfers, promotions, demotions, 
re-employment, and reinstatements are not new appoint- 
ments within the meaning of the requirement*) 

ftO Employees appointed by transfer, reinstate- 
ment ox* re-employment to a position of the same grade 
will be permitted to retain periodic pay increases 
previously received. 

(c) Employees appointed by transfer, reinstate- 
ment, or re-employment to a position in a lower grade 
than last held will receive salaries fixed to allow 
oredit toward within-grade promotions for all service 
in appointment grade and higher grades. 

(2) Determining Salary In Case of Promotion 

(a) When an employee ic promoted to a higher grade 
position he will be eonpensated/at the lowest rate of 
such higher grade which exeeec&'hls existing rate of 
compensation by not less than one-step Inorease of the 
grade from whioh promoted. 

(b) When an employee who has previously received 
a change to a lower grade is promoted, his salary will 
be fixed so as to allow eredlt toward within-grade 
promotion for all previous service Hi the grade to 

which he is being promoted or for servioe in any higher grades 

- 10 - 
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* 4 th ®, en 'P 1 °y® a be given oredit for all 
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SlS ^* deS P 1 ^ 1 ^ held. If toe employee's 
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bj® ^0*®®*’ rate he will be compensated at toe atm in 
the lower grade which is nearest his present salary, 

„«♦ f^Ptlonsi The policy outlined above does 

not apply in the following types of cases? 

Dnv inennSi 078 ! 8 who , h * ve 9 *™* d meritorious 
"tPloyee who has been given 
m-H^^“ erad ® Crease because of especially 
meritorious serviee or as a regard for superior 

wm * peraittMat the E 
Is^demoted to retain one step for each such advance- 

accent ? h f ng ® to lower grades to 

Mcept probational appointment. If the change 

du ® t0 employee's desirTto 

—» dunged to lower gndee 
for disciplinary reasons. If the enmloyee is* 
ohanged to a lower grade for disciplinary reasofc, 
his salary rat® will be set at the base of the ' 
grade to which he is demoted in toe absence of 
speoifio provision to toe contrary. 

UkV'ISS ESS S°" tff " t for dUeelfled .Bplojto. 

of lurlodto w tooreese" for olSSd S.“tou. 

(l) ^ transferring from a classified Doaitinn 

££,'»*•* p ?;j*i on Ola™* i^rs .SS 1 ” 

^-ohleoUMlfJod -Iwy MB rtow. th. to, atopoTS. 
Wgi«ded job to which he is being assigned. 

Ai ungraded employee too receives a conduct and 
efficient report of Satisfactory or higher will receive 
* step Increase after toe first!* rmtos </SgJ22 
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service and annually thereafter until the top step has 
been reached, Hie salary for employees transferring 
between graded and ungraded positions will be determined 
after considering the waiting period elapsed and whether 
or not an equivalent lnerease is involved, 

(3) An employee in an ungraded position will have 
an opportunity to earn step increases as a result of meri- 
torious service and superior accomplishments, 

15. bust Management 

a. Hie career management program of the Agency is designed 
to provide from within: 

(1) A source of well qualified individuals to fill 
vamjmcies as they occur. 

(2) A system whereby Individuals may qualify and be 
promoted to more responsible positions through training and 
development within the Agency, 

b. It is Agency policy that vacancies will be filled by 
the best qualified employee available within the Agency. Hie 
basic considerations for promotion will be proven ability and 

merit. 

16. Personnel Status Reports 

a. Assistant Directors and Staff Chief s shall submit to 
the Personnel Division a Personnel Information Report (Form No. 
37-6) with copy to I&S Staff when an employee: 

(1) Changes his name, hamejor office address, or home 
or off ioe telephone number. 

(2) Is separated from the Agency by transfer, resigna- 
tion, or enters the military service from oivilien employ- 
ment. 

b. In addition to the above a Personnel Status Report (Font 
No. 38-7) shall be submitted following any change in an employee’s 
marital status. Hie original of the fom will be routed to the 
Personnel Division and a copy to the Chief, I&S Staff. 

17. ftnflnrtign iafl Final gfrariaw 

a. Each employee will obtain Clearance prior to final pay- 
ment, Clearance will be obtained on a Final Payment Clearance 
Sheet (Fom No. 34-30) when an employee ia being terminated, 
leaving for overseas duty, granted leave without pay for a 
period in excess of 60 calendar days, or being transferred to 

■ - 12 - ' , 

S 0 ILL ULMJLIJJUl 
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or from confidential fund status. 

b. Ihe Personnel Division will be notified by Personnel 
Aotion Request at least one week prior to the effective date 
of the request. Upon receipt of the Personnel Action Request 
the Personnel Divisions will make neoessnry arrangements for 
an exit interview and for final clearance, will, direct the 
employee to the Inspection and Security Staff for security 
clearance, and will then obtain the additional required clearance 
by telephone, obtain the employee’s signature, and direct the 
eiployee to deliver the form to the applicable payrool l "office. 
When the employee is unavailable all action Indicated will be 
taken except procurement of the employee’s signature, 

c. The Chief of a field office will* 

(1) De-brief the employee and secure all identifica- 
tion or credentials issued by CIA. 

(2) On the Final Payment Clearance Sheet complete 
certification blocks "office to which assigned" and 
"Security Branch", 

(3) Obtain employee ' s signature and forwarding address. 

( 4 ) Forward the form to the Personnel Division through 
established channels. 

IB, These regulations will govern generally all personnel actions 
of this Agency, both overt and covert, and will be applied to the 
fullest possible extent in carrying out specif io provisions of Confi- 
dential Funds Regulations covering covert personnel actions. 


R. H. HILLENKOETTER 

Rear Admiral, USN 
Director of Central Intelligence 

DISTRIBUTION* A« 


- 1 > 
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aTANOANDFOni/TNO. 04 


Office Memorandum • united 


STAlTINTL 

TO : 
PROM * 
SUBJECTS 



Deputy Executive 

William J. Kelly 
Personnel Offioer 



It has come to the attention of this office that various members 
of the administrative offices of some of our operating branches have been con- 
tacting Security directly, relative to the status of individuals who are in 
process for their office* 

It has been our understanding that any contacts with the Security 
Office relative to security clearances would be made through an authorized 
representative in this office* 

It has also been the understanding of this office that such information 
would not be passed out to the administrative offices of the branches by Secur- 
ity, In some cases of late, the operating branch has received word of full clea- 
rance by phone prior to receipt of the written clearance in this office* Inasmuch 
as necessary procedure sometimes requires two or three days before the person 
actually enters on duty in the branch, the above mentioned practice has resul- 
ted in the administrative offices calling this office and questioning the delay 
in arrival of the individual concerned. 


STATINTL 

STATjNTL 

' 1 ' 

. i ■ 

STATINTL 


To avoid both the unnecessary phone calls to this office and to the 
Security Office, it is requested that a policy statement on this matter be 
published for the j edi fication \of the administrative offices as well as the 
Security Office, The establishment of this practice will also preclude the 
possibility of an unauthor ized^individual working on classified assignments* 
The matter was discussed with^Hi^|^|of I&S, who indicated that he kncftr of 
no written authority by which he could refuse to give this information direct- 
ly to the branches* However, he felt that it would be definitely advantageous 
to handle such business only through the Personnel Office since t his procedu re 
would avoid many unnecessary phone calls to the Security Office* HHHIliB 
was advised that steps would be taken to clarify the situation* 
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To: Chief, FcS Staff 

Personnel Director 
From: Executive 

Subject: personnel Security Clearance 
Reference: Administrative Instruction! 



12 Dq cember 19ii5>i 


'SR 0-7J30 


Ms 


^6, 


noord'h»+i^f i ! lntra - a ©» nc y Personnel transfers require 

ooorcil nation between the XStC Staff and the r erBOnnc i Divisions in 

connection with security considerations and requirements; 

otaii ^-ior to el footing actual transfer of individueis con- 
corner* 

S:„ good judg-nont in, deterainins whether 

w • i i“ cr clearance, ic.-assantial M collection with say 
inuiViaual trauoier action not apeclJtically covered by "n" 

^outivo! COpy ° r th9 afiP6 * amt nrrivy(i at is . desired V the 
KJR THE JHR2CIQR OP CKNBM.L I!Jmu»RMCE; 


Captain, TjSjr 
Hfceputive 


Copies to: 

Chief, Adninis. Staff 
Q^ief, Special Support Staff 
Management Officer — - — 
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25X1A 

25X1A 


25X1A 


Personnel Director 

Chief t Inspection end Security Staff 

Executive 


Administrative Instruction 



6 Deoember 1949 



1. Paragraphs 12 and 13e of Administrative Instruction 
have been approved as followei 


No. 


"12. IntrawAaenoy Transfer Policy 


A Personnel Action He quest for intra-agency transfer 
will be prepared by the office to which the employee is 
being transferred# The Personnel Division will coordinate 
with the I&S Staff where appropriate# 


"13. Assignment of IA0 Personnel 

e# Separations and Intra-agency transfers shall be 
reported to the Personnel Division on Personnel Action 
Request in triplicate, initiated by the appropriate 
office# The Personnel Division will coordinate with the 
I&S Staff where appropriate •** 

2# It is desired that your offices coordinate to assure that 
proper clearance is requested and furnished in all cases requiring 
such action# 

FOR THE DIRECTOR OF CENTRAL INTSLLIGENCBi 





Executive 





■d id? im Sii 
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CONFIDENTIAL 

Office Memorandum • united states government 

to v Management Officer date: 29 November 19U9 

from : Acting Budget Officer 

SUBJECT: Attached Draft of Administrative Instruction Entitled, • 

"Personnel Policies and Procedures", dated 18 November I 9 I 49 . 


1* After careful review the subject draft is returned with 
but one recommendation, viz, that provision be made to require , 
documenting of details of personnel from one T/0 location to 
another* 

2. The Budget Staff controls personal services funds and 
prepares financial requirements to be included within the agency- 
budget request for this object on the basis of issued Tables of 
Organization. To assure validity and accuracy of such control 
and presentation, records are maintained of the manner in which 
various position slots "within issued Tables of Organization are 
being utilized. Recent review by analysts with Administrative 
Officers of actual position occupancy has reflected many instances 
in which the actual position occupancy was at considerable 
variance with the issued Table of Organization. It would appear 
that unless details of personnel are properly documented the 
advantage of the T/0 procedure as a control of personal services 
expense can be seriously affected. 

3« Accordingly, it is recommended that the subject Ins true - 
* tion require that details of personnel for periods of over five 
(5) working days to activities other than appropriate to the 
T/0 position slots to which they are charged be documented by 
the origination of a personnel action and that such details be 
limited to 90 days. Appropriate personnel officers nay be given 
the authority to issue extensions upon the basis of justification 
as submitted by the operating unit. 

25X1 A 


Attachment 
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central mtmjsmm ioehot j 

Washington, 0 . C. 


f L "tfiJLj&L&JiJr n/ 

J-' 


AIStlKISTRATlVn inSTnUCriuK 

m. 


SUBJECT# 


Personnel Policies and Procedure*! 


RESCISSIOJIS* Administrative lot traction 
Administrative Inetruotlon 
Adminletrative Instruction 


18 Bcwwaber 1949 


dated 17 August 1948, 
dated 25 March 1947 , and 
doted 11 Augunt 1949. 


HEPEHEliCEi deneral Older ( Revised ) , dated 5 October 1949 , 

2 . .Qgaaeal Poliev 

a. Authority Is delegated fty approved statements of 
functional raepc^ibilities, separata specific delegations, 
and this Instruction to only the Agency off icials listed 
below r to act on personnel actions (appointnoat, employ > 
sxstit, classification and reclassification of positions, 
promotion, derootloit, transfer. said separation of individuals) 
for the Director* 

Executive 
Deputy Eawcutiv® 

Pweenael Director 

Chief, Adsiiniotrative Staff 

Chief, Personnel Division, Adaialetiativc Staff 

Chief* Special Support Staff 

Chief, &rploy*eo Division, Special deport Staff 

De®$iSliWI§# eitokWliiiiiifl of the above listed officials. 

.■ BADGE L QLH6£ 


toUiiftiifi'M 
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b. Officials and omployoeo sot 11s bod above are 
prohibited from discussing personnel actions with 
indlvidualo to whom such actions will apply, without the 
prior knowledge and approval of tho appropriate official 
listed above. Such approval will in no caso include author- 
ieaticn to tnako eaasdtnantn of any nature for actual Deploy- 
ment or salary hovel. Violation of this policy nay result 
in the lanedlate diamicsol of the individual guilty of the 
violation. 

2 » 


a. Officials and employees of •this Agency, including 
those listed in paragraph la above, are prohibited Srm 
discussing employment possibilities with any employes of 
any othor government agency or employees of tho Congress 
without the presentation of a written release for ouch 
discussion from th® employing agency of the individual 
canoeruod. 

b. Tho policy stated in paragraph 2a above will aloft 
apply to intra-ogensy transfers between Offices and 
Staff Sections, except in connection with the application 
of Agency career management policies by authorised officials 
listed in paragraph Is above* 

o. It is expected that other gevarnmnt agencies will 


observe a ncp^pfjsi^yting policy in dealing with 

CIA ecployees* Such enployeea who obtain eoployment with 

,;.;y . 0Lk!C.£ 

other govensDftht agencies without obtaining prior release 


may be required to resign in order to accept eaoh araployaenti 



.* m S*. 


i 
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3 . aafinltlamp 

a, She Jurisdiction of each of the Personnel Staffs 
of CIA Is defined la puhliohed statoaonto of functional 
responsibility, fci ardor to avoid duplication of Ihotruc- 
tlono the tern "Feroonaol Division® » as riaod herein will ✓ ? 
psrtein to each of the following activities to the extent 
of its published functions, unless otherwise OtatecU , 

Pereoanel Division, Adsdaiatrative Staff 
Saployoos Division, Speolal Support Staff 
. b, IAG pei'sonnol arc those individuals detailed for 
duty with CIA froa the State Dopnrtesnt or the Depart oaa t 
of Defense, 

e. DopartraontcO. Service include all poaltiona in the 
headquarters or central office of the %enoy. 



All inquire^ either written or 
verbali frag of the Congress received % say indiv idual 

<* activity of this Agency will bo teuediately referred to the 
General Counsel for notion and preparations of reply, she 
General Counsel is responsible for adequate coordination la 

. . m KOA Si H’l !S 25 

eaato case prior to preparation of rojly. 

:>-iU l*: b l -L'hfc-biiv ■ 


:§t p>. ft* f 7 J* *T| Y $T r r. 

y C!> £'$J| g y a ii U :h ^ 
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th* policy Guidance of the i’orsoanol Dtrootor and the diroot 
suportttalon of the Chiefs of th® Maldafcrativo and S pecia l 
fipport staffs, the Personnel Divisions tar© responsible for* 

a. Procurement, plnoooont, prooosalng, appointment, 
promotion, demotion, wlthto-grado advances, stu^.6noion # 
and temlnation of individual cnaployeeo. 

b. Assisting tho JPorocamel Director to oot<^bliah qualifi- 
oatlon ..etawdarde for all. pedtiona, 

o, .'tocoraaonding position slasalfioatlou for all. positions 
to the Psraonnel IfcUwtor. 

d* Assisting Hi© Pomomal Director to establish salary 
administration, efficiency rating and caroor /iiansgscient 
programs} j and for carrying out au.c& progress whan ostahUshecl. 

0 ; Maintaining a ewrent record of authorised v acan cies 
and approved proouremnt requests against such vaoanoiea. 

f. SetaiOloMag personnel prooumwit priorities. 

8* Maintaining continual contacts with potential personnel 
proourosient souses. 

h. Exclusive liaison with the m Staff relative to 
personnel security decks and olearances. All rcquesta for 
initiation of and information relative to status of personnel 
security oho oka and clearances will he chamded through the 
Personnel Divisions* 

i* EstabiiifhiO^ perabbai*! Gaining programs within 
specifically authorized 


-4r 



liEit^tionB. 
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J. Establishing and maintaining retention register* 
for reduotioDfi/Woroe procedures. 

k. Reviewing and noting on all disciplinary aotiona 
uhiohaw signed and presented by Assistant Directors and 
Staff Chiefs. 

l. (1) Taking final aotion on parsannsl aotiona 

Involving grades G3-12 and fcolov, except when there 

are unroaolvod disagreements with Assistant Directors 
eK 

a£ Staff Chiefs concerned. 

(2) RoeoEoending through the Personnel Dirootor 
to tiie Executive aotion on personnel aotiona involving 
grades GS-23 and above. 

(3) Referring all personnel aotiona through the 
Personnel Director to the Executive Where there is 
unresolved disagreement with the Assistant Director 
or Staff Chief oonoemed. 


a. The basic for all p er s o nnel aotiona in the Agency 
will be individual qualifications and relative merit. 
f*rsona.\ oonaldarations, family relationships, favoritism, 
and external pressures or oonelderatlons will not be 
pendtted to lafluenee out* aotiona. Aaeiatant Direotore, 
Staff Qhiaf e and each of the officials Hated in paragraph 
1 above are personally charged with inaurlng that this 

<c * V%V\ ^ 

policy la affootivsly aoM^iMd Hhrw^bout the Agenoy* 

. 0ktu:t ■ 


';** ’4**Ln I l&'L 
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b. Deienaimtloa of relative iwrit and qualifications 
urf n bo booed on demonstrated ability, personal industry. 
Integrity, loyalty, length of scrvioo, general ofi'loionay, 
and background of esporiaao® and education, in comparison 
with other aniployeos In oinilfir fioldo and grades. 

o. Supervisory personnel at all levels cuot beocaae 


throughly fcniliar with personnel under their Jurisdiction 

■s 

to imwa/s the Just and objective adndnls trativ® of this i-j 



policy. 



a. Aesiateit Directors and Staff Chiefs arc responsible 


for the initiation of personnel actions on individuals under 
their Jurisdiction and for tbs routing of such actions to 
the appropriate Personnel Division. Ibey may designate 
ouch Individuals within their organisations as my be 
oonsldei'cd desirable to sign and forward ouch aoiiofta. 

Ihe aanss of individuals so designated, and say changes 
1» autdi design, tfeiono, will be eoramicated la writing 


to the appropriate Personnel Division* 

b. Each personnel action requiring action by the 
Executive will be signed personally by the Aaslatant 
Director or Staff Chief concerned. -'0U§kzb 


hm 61 bi'l (5 2? 

a. The Olesoif lection Aflt «f : , 


pta the CIA 


fretf-lt* tpivMi£|pns* Aa a result **® 1 personnel progra*, 
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inoludtag position clarification, appofcitoiit, promotion, 

Ofco., is carried out with in to Agency without Civil Sendee 
C^mifjoiari iwicw* 

b. However, the Director hao signed a written agreement 
with the Civil Service Cortaiaaion to adhere strictly to the 
provisions of the Classification Act in acMnietering to 
%encyr personnel program. The Civil Service CcKffiiscioa 

alao toes agreed to provide advice and guidance whenever 
sailed vpm to do ao # 

® # Thc *W**viao*y and review functions previously 
raerclscd by the Civil Service Ccsaaloaioa have beon 
defeated to to Personnel Director and his Staff for all 
Agenot'- iJerscrmel natters, rcgai-dlcss of thoir security 
ctoalfication. 

9# JaalBfiWPfc Policies nr-A ? £ o a ^ sm 

a. Positions are filled b .. direct rccridfeQnt rafcher 

than by certification free the Civil Service Corssiaaion. 

Eouever, position are filled in accordance with established 
Civil Service procedure, 

h. The following policy is established for Reeling 
e&peinismba to fin vacant positions* 

(2) An individual without prior Government service 
will be carried in a trial period status for to first 

lM&W5ff$r 20 # 

. . i fu\ ifx *“ ttvl<iaal wlth P**«* «%w»t awvioc 
** Ito ^^ uuder war service or eaoepted appolntont* 


will be required to serve to tint six souths in a 


trial period » 

% 

5j 
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(3) A n Individual with Civil Service ststun will 

ha appointed hy transfer or reinstatement without any 

time limitation or trial period. 

o» During the trial poriod an employee will reoeivo 

the special attention end instruction required' to acquaint 

him with his duties and to develop Ms ability to perform 

Me work In the rent satisfactory manner. After a fair 

and full trial period an esgtloyne will, bo tominatod if 

Ms services do not mt Agency otandardo. An er-^loyo® 

with veterano* preference or Civil Service statua will 

bo accorded all rights and privileges granted. him under 

the Votaress freferoace Act of. 1944* as gnssncled, and 

Civil Service rules md regulations, (ihoso privileges 

are subject to special final authority granted. to the 

Director by the National Security Act of 1947 . } 

d. The following procedures era established for 

processing individuals for aaploysijent witliin CIA* 

(1) Assistant Directors and Staff Chief s shall 

transmit a Seoruitemt Bequest (Foma No. 37-8} in 

the original and three copies to the I’erscsmel 

Division as a requisition to fill an authorized 

vacancy, A Personnel Action request (Fern No. 37-3 

or 37-1) in quadruplicate shall bo forwarded to the 

Personnel Division as & requisition for actual Mplncy- 

HOA 51 bW !5 25 v- 

raoet of an individual. In order to Initiate security 

clte^isi. £' fbi^ifcimol Action Bequest my be suteittod 

against a position currently filled, providing the 
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off loo concerned inform the Personnel Division on tho 
form of the approximate date that the present incumbent 
will vacate the position. 

(2) in Application for Federal Lbplpynont (St a nd a rd 
Fans 57) and a Personal History Statement (Fom Ho. 38-1) 
will lie obtained by the Personnel Division and forwarded 
with a Referral Sheet (Fora Bo. 37-9) to the appropriate 
office. Xf the office is InfceroBtcd, it will indicate tbs 
position to which the individual will bo assigned* 

(a) Final selection or rejection of applicants 
for positions aJbev© grade OS— 3 or equivalent Shall 
rest with th© appropriate Assistant Director or 
Staff Chief, However, the Personnel Chiefs may 
refer bo the Executive rejection cases which they 
Txsliov® are not warranted. 

(b) Final authority for the selection and / 
assignment of an employee in grade GS-5 or equivalent 
and below, shall met with the Chiefs, Personnel^/ 
Divisions. 

(o) All aeslgnaents are subject to the security 
approval of the Inspection and Security Staff . 

(3) T$xm the receipt of a Personnel Action Bequest 
the Personnel Division will make an offer of itiliiuniiit 
%,^(|^vii|u^ccf^!eraed (subject to oatlaf e at er y 
security clearance), and upon indl a et ed aeoeptanee will 

■ : ; ; : ;; , . .. i. jp . 

initiate action for security clearance. 

OSilFfOEi'T'"’ 
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(4) The Personnel Division vi 12 notify the office 
concerned of tlie failure of on individual to receive 
eocurlty clearance and will fcedeo ^propriat© action 
to infos® the individual of bia rejection. 

(5) The Executive or the Personnel Chief a uill 


contact each Individual (including detailed IAC 
personnel) relative to entrance on duty. An individual 
assigned to a personnel pool uill be instructed to 
report to duty by the Personnel Division, following 
security clearance. Each Individual (including 
detailed IAC personnel) reporting for duty will 
present to the appropriate Assistant Director or 
Staff Chief a written notice f rocs the Personnel 
Division stating that ho has been fully cleared /and 
assigned for duty. A copy of this notice will bo furnished 
the Inspection and Security Staff by the Personnel 
Division. In extraordinary circumstances the Executive 
say give verbal authorisation for entrance on duty 
after assuring binoolf that nil required processing 
has been oocpletod. Do individual will bo accepted 
for doty unless one of the shove provisions has bean 
mat. 

(6) Status of security olearenoe of prospective 
esplo^^j^lJ ; b^flbtai^d fro® the Inspection sand 
Security Staff only by the Personnel Division. 

BnQgfci OLtICE: 

« 20 » 

iiifisiffPiri?'? 9 y 

■’SfMgcr.iLJ'pr-i z 
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An enploy*© na? to promoted to « higher grade subject 
to$ 

( 1 ) &dat©ace <xf a suitable vaoanqy. 

(2) Co^loto qualification of the individual 
Toi,* too vaccuricy# 

m G0 ^ Uan <* 90 detail period to position 
OS-7* or tfbove. lacnabjpt, ,. t ., of positions 2amr 

&m QS~7 mat have the duties of the position 

to which they o» bofae promoted. Prior to the t too 
«f detail they must mot toting royxkrwmatB and 
<jualifioation atodords for to r«*Med position. 

W ° eCpXO?GO ohan 1)0 **a* to a position allecati/ 
M£hfr ^ ^ ofacro to position which hojj 
c^tly ooc^ies. itoe stipulate do not constitute 
a barrier to pmaotiou of an individual whose position 
lm> ** m to a higher pude, 

(4) Subnlaete of a toroonnol Action Se^mt «* 
toe Parsonnol Bivioton indicattog to enact position 
and the dot© to ei^jloyeo is detailed in order that 
to «p receive credit for to detail period, to 

fom must indioato to allocated position that will 
to ooa$ji©d. 

M V'dA*S? I ^:l C f s *f ? * ffiein to?' **Mng as follows* 

***' ^valent, and below ^ Good or tetter for 
“ ; ^ !CQ fetou f preceding prerotion 
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1 

1 


QS-2 through OS -33 or equivalent - Very Good or 
lijoollent for six noatha proood lag promotion 
0S>14 and above — iTWollont for one year prcosdlng 
promotion 


b» Promotions ora limited to on© grad© axippt in 
no infcexTKKllato gradeo/j&ro boon rooo^niso^j 
c. After considering all the factors indicated above, to© 
recoranending and approving authorities win urns the following 
fejb3.© as a guide in dotemining appropriate tine in grade for 
promotion purposes: 


.... as 


_ Tiisfl in 

1 

2 

3 



1 

2 

3 

4 

3 souths 

4 

5 

5 

6 

6 months 

4 

7 

3 

7 

3 

9 

10 

9 months 

* 

10 


12 souths 

11 


15 months 

12 


3B Booths 

13 

— u r- 


21 months 

fOA 5f fcJt 

IS 59 


•-'I'i: i. Oh t i 




COSFIBEiTi 

M i 
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ILLEGIB 


d. Aeoiotecnt Dirootora and C^^a ahall forward 

to the JCreoanel Divio Ion a Personnel Action Jtoqueat containing 
•officiant tofonsatlm to indicate ccaplianoc with the policies 
defined in paragraph 6 above. 

c. A request from a field station for a promotion taunt 
b® aeoanpanied by a Position Doscrlption (Standard Form 75) 
prepared by tho employee, which outlines -toe duties and 
renponsiMlltioo being performed, together with romorliB 
and certification of the Irmediete superior. In the coco 
of a proposed position in tho field service the description 
mil be prepared by the individual who is most familiar with 
the duties and responalhllitiAl to be perforsned. The 
description must indud©! j ig. 

(1) Factual description of tb® work toing/prrformad. 

(2) A statement of degree of difficulty and responsi- 
bility inherent in the position. 

> I * » w 4 

(3) Aniacocunt of the nature and extent of supervision, 
independent Judgment and decisions ■■ exorcised by the incumbent, 
ff, Upon receipt of a request for a prediction in the 

departmental service the Personnel Division sill audit the 
position involved in order to determine the level of difficulty, 
reaponsibility, and grade et which the individual is perform- 
ing to ascertain whether he should receive a praaotion. 

(, An oBBloyce oeeuujttng a classified position will be 

HOA Si bn IS 2P 

advanced to the next higher step within his gre.de, providing 

X 

that ho has/niu»11r«;ifcMB)rf service without on equivalent 

v / Stmjiy e/9/rf #'<<*’£ 

increase in pay for grades GS-10 and below or /eighteen modths] 

t aA b *. 2 ? *• */?, - - P* 0 u ' ^ £ J ty 

oorrioo for grade© OS-11 and above. /\ In addition the 
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fw iwtili « ihL ; 

Gzrployoe oust havo a ourrent efficiency rating «f Good or 
bettor mid a satisfactory conduct report. 

n. j^kaektsms, Xrmtfir fsUsa: 

a* A Poroonnol Action Kequest for intra-agency trnnnfcr 
will be prepared by the office to which th© engjlcyoe is 
being traisifsrrod. 

12 * Ssasasmtl 

a. It shall b® the responsibility e£ the receiving office 
to Initiate a completed Personnel Action Bequest on all IAG 
personnel (Including citation of the allocated position), 

b. Ihe Perscmol Division will initiate a request for 
security clearance. 

c. Upon receipt of security clearance the individual will 
be called to duty by the Personnel Division and will be assigned 
to the requesting office. 

d. I AC peraonnel will not bo allowed to work in restricted 
buildings until Shsy aro given a statsix/nt bjf the Personnel 
Division certifying that all provisions for assignsont have 
been act,: 

e. Separations and intra-agency transfers shall be reported 
to the Bersoruaal Division on Personnel Action Bequest In tripli- 
cate, initiated by the appropriate office, 

13 . Mus. MaMMSsabim 


a* Regular 


and temporary tiqployeee 


W\U 1 .U/\ vH L/i-3 , C*T ' 

of the Agcncy^rltii a regular tour of dutyJconpsEaated on a 
per snnun basis will ! be pCld^ik "’accordance with the following policy* 

m2J^ 

^ ^ S U L \ 3 !; | H i. ; 
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pwinRCW ■* 

41 -vs Ufc 8 fcJ.i i »- * * ■ - 


'V ( J. 

• f 


(a) (IfewJflppointe:«Rts will be made at the base 

, mj v¥/»* •9Mj*/©V r t , C*n£ it ft v/ic n * * ■i.vf'fw? i 

. £•< (. tjZJ : ' ' 

oalary of th© gratia. A Transfers, promotionn, donations, 

ro^-csnlopnoni, and relnatatemanfee aeo not new appoint- 

& kV * * ■*" 

mats within th© mmixg of th© r^ixmonuT] 

(b) * Iknployoes appointed by transfer* reinstate** 
vMsnt or ro-e£3ployrijmt to a position of tho cacsa ^redo 
vill be per-niittad to retain periodic pay ^crosses] 
provloi/nly rooolved. 

•,P 

v,< l ' V( f (°) Bi5ployoes anointed by transfer, reinstate* 

^ -J/ W ro*oraplp>^ont to a position in a lower grade 




i •• C ' 

J 1 / ^ 
A V , ■ 

f : ‘ 


than last hold will recolvo 


to allow 


<■? ^ r 


r credit toward iiithiiawgrsdfi promotions for all jsorrico 
W ^pointswit grade and higher grades. 

(2) MBBtete., s f^k w ia £aa &_s£ SssmMm 

n (®) «hsa an employee ia projacted to a higher grade 

o/' •' ' 

nV x position, he mat bo coagjonsatod at fcho baa© of the 

grade if th© entrance salary oxooads any ho has previously 
earned in the Federal Service* 

(b) iiben/aa ©nplopee who has previously received 
• change to a lowOT^g^ad^ is ^propfcod, his salary will 
be fired so aa to^dlcw/ 1 oredit [toward wlthin-grade 
promotion for all ^previous service In t!» grade to 

littfSf o? ia fi-J P !5 5 <Jd 0r fer mrvts& to W blgfeer grades. 


“ ! L ^ihkyUtemlne salary in ease of a change to 
lower grade* the aaplc^o esay bo given credit for 


all oervioo p: 


in the lower 


ILLEGIB 
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&rade and in sighcg* grade® piwlouely >mM t 
(b) EaoppfcJLonai Uh® policy outlined nbam 
wV IB ttto following jotos of oaaes, 

^loysm ish© hsva earned morltsoriou® 
p&y isx>i'®aB©B# An ©aplojt® sho baon given 
a wltiiljj-grasto pay Isweaca booausw «f agockUy 
mrlU»sri,^m service or sa « jsmwd for 3upo*toc 
flc&tepliaiaasii idUtt. W-jiaatttad at the also ho 
is dssaoted to yateia <m® atop f.» oa«l! e n a k 


3* ^Soposss who ehaage to low ©rates 
to aooepfc probaMaisl aapeiatosab, if 
to a Ibmsj? (jyad© is cers to Q8|?Io5®a*a desire to 
sffisspt prolsss.io3«I cpix.-istasw.t, fe© 13512, £» 
Qceqmrnm at toe atop in to© lower grade wEdttt 
3a tmrmb (toft not 3a oawjs of) to© pmwot 

sal«y. is ito higher grade. ■ 

3» S^loyeos «b& ware changed i<r«w 
gj?ad,fti! for 4is©ip2i»m’y rasswwt. If to© ®splsgiw 
is toaaged to * laser ©rede far discijOiaaiy tmsom, 
bio tote**? wta «*H be mi ab ft* toes of ttm gesde 
to wbioh be M drnom la toe. eteeaee of apeoifte 

* ep(B0! * *** «Hf0qgpaw 

aioo will ejfOp- to sngssd®4 with raapeot to* (1) iratoaa oe oq 

C2) jKractoiUfts^ CJJt t&dt^e to lea&p grade, ( 4 ) p robe tloca l 
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amintsmxa, ml (5) dtfioipll3iKr. f ootlco, ; sj la /' 

incmoo" will bo w»d for Mtlcm la lieu of 

pay locrweo" for odasraifiod peolfclona. 

(1) to o^ployco trownm** £ rtm mmisd 

do ac umvm io as m aalasy 
mleea his classified Bela** Was abov* &» toy aittp ^ 

•felio uagrsttbd ;ob to 

(*} .An. : ajg»Bd«| wbo iweei?®* & ^ 

rvpcrt <* SatoaotttT. or fcigter »m P009lV0 
a sfcej, i'm® tftsr the first ste soaps' of vnewded 
ttfeiTioa Ml -marnii? t^aiW u^ui ti» top. 

SW± ® a * 346 f^a^- for kwjsfonlag ^ 

®d -.taera^a jx»m«w win ** deteiwin*? 
mxsStkvtoe m Msitlsg. P «ricKt ©lspeod ^ wfeetawr or not 

- . «» laeroaao •• la isaxHy m , ' 

O) An in ongjfttisd pmitdm vin hsm 

m C ^ 6 ® 5 ^ . ** “**« s6 ®» as a mult of mn&ejv 

*«w Mwim «M w&sHw ae^JdUsftfimta, 

24« SjSMSSm 

- * Tm program of «t» ^ 

to ptvride fro®- within* 

<D A ®««m» of well ^uoifisd individual* t» fin. 
as? ihggr 000®# 

. |^^|^«<ses^--«#gr ^aia** aedi i» 

premm to sen* wp®4 tte^b' tednteg 

derol^rawiti !w|i&bQ 

■*33W 


risfi lorn* 1 


... ;. ../ 
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t>. It Ijs Agcnoy policy that vacnaeloe will bo filled 
toy the test unliflod ozaployoo avai'.Uhl© within the Ag«nay. 
Tha tawle uonBiAorafeior.® for proHOtion will ho proven ability 
trad rserli. 


a, Siroatora asd Stuff Chiafo shall submit to 


feba Fswaamsol Sivlslen a Personnel Inf oration {Tom So. 


37-6) when an iBapXejree* 

(1) biwaiges Ms aww, Jaw or aCfioe «Sd*e#«V *» 

hossB or affie® telephone ww&W* 

(2) Is eepownsed frost the AgaRoy by .transfer* roalgaotlcsi* 
or eater® the .militory oeawieo fw civilian eaplcs'nottto 

b. 2fe addition to the otsoea £ Itaweatei.- State#; Ssport (Pom 
tfff, 3 @» 7 ) /shall bo mbsdtitod following any change In en 
«wplcy»»o m'ital status. ..A* original, of the fera wUl 
bo routed .to tte Persona®! Bivialor. and a «»?? to the. Chief* 


TMipaetion nad Seetsrltj 


r.nd Pinol JllSai 


a , rash mplayea will obtain oloaranes prior to filial 
pa^sont. Clear®*®® will bo obtained os & f iaal Payaont Ctoarenee 
Sheet (Fora So* 3»V*30) when an ooployec ic being uorKunotod. 
Ifig v iBg far worsens duty* grunted las v® without pay * or ft 
period in osaefis of 60 aalotular days* or bei»s 'tejEXsforrsd 
to or Pros an uaroudiorod fund status. 

to* She Persosmol b® notified toy For® arael 

Aotioa Stalest st &s^t <PQ ^ effective date 
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1 ^ 

CON! 1 III 
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of the rocpjoot. Open receipt of t ho Personnel Action Bequest 
the Peroc&^i/wliSrMkff neoesesr; wrmigaEsmto far an ejdt inter- 
view and for final, oleamtoe, will direct the ©i*ployee to the 
Inspection and Sooaritp Staff for security clearance, and will 
then obtain tti© additional rewired clearance by telephone, 
obtain the employee's signature, and direct the employe© 
to deliver the form to the applicable payroll office, Whan 
the OKployer* is i»Hvellobl© oil action indicated will be 
taken esreoph prooumwftit of the ecployoeb signature, 
c, lbs Chief of a field office will* 

(1) De-brief the employs©. 

(2) On the Pinal Psyisent Clearance Shoot complete 
certification blocks "office to which assigned" and 
"Security Branch". 

(3) Obtain oaployoo's signature and forwarding 
address, 

(4) Forward the form to the Personnel Division 
through BSfeaKiiafced ohannols, 

17* Ihoeo regulations will govern generally all personnel 
actions of this Agency, both evert and covert, end will be 
applied to the fullest possible ©stent in carrying oat specific 
provisions of Confidential Funds Begul&biona covering covert- 
personnel actions. 


**’*» » HV IS 5? 


OtfclCf 

DlSIHIBtfTIOK* A. 


ft. H. mUimOSTmt 

Bear Adcsiral, DEB 

Director of Central Intelligence 


EiffiESTi?' 
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FEHSOHNEL DlftEOTU R 

I do (not) oooour 


BUDGET CPFIC CT 

I do (not) concur 


CHIEF, SPECIAL SUPPORT STAF F 

I do (not) concur 


CHIEF, ADMIKIST3ATIVE STAF F 

I do (not) concur 


CHIEF, Mm, 39 S., . 

I do (not) concur 


CHIEF, PERSOBHEt., A3MIW, STAF F 

I do (not) concur 


.DATE 



.DATE 

date 


mm 


DATE 


obnekal codhse l 

I do (not) oonour 


Ml 


iti® HOA 51 btV ,'S 3e 
BilDStl OfctICE 
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■tANDAHD FORM NO, 64 


Office Memorandum 


• UNITED STATES GOVERNMENT 


TO 

FROM 


DATE : 



^(e) 
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A a * ? 

v ti l l jf l 


Sri 




CENTRAL 1NTELLICEWCE AQEHOI 
Washington, D, C. 


ADMINISTRATIVE INS TRDCflOH 
no. 


IS November 1949 


SDBJECTi Personnel Policies and Procedures 


RESCISSIONS » Administrative Instruction 
Administrative Instruction 
Administrative Instruction 



itod 17 August 1948, 
dated 25 March 1947, and 
dated 11 August 1949. 


mmw ' «—l Minted). totoj 5 ObtoW JSW. 


Cctueral Poller 

a. Authority la delegated by approved statements of 
functional responsibilities, separate specific delegations, 
and this Instruction to the Agenoy officials listed 
below to act on personnel actions (appointment, employ - 
n»nt, classification and reclassification of positions, 

promotion, demotion, transfer, and separation of individuals) 

for the Directors 

Executive 

Deputy Executive 

Personnel Director 

Chief, Administrative staff 

Chief, Personnel Division, Administrative Staff 

Chief* Special Support Staff 

Chief, Enployoeo Division, Special Support Staff 

Designated subordinates of the above Hated officials. 


•!» 
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b. Offioiai* and employee* not listed above are prohibited from 
discussing personnel actions with individuals to when such actions 
wiil apply, without the prior knowledge and approval of the appropriate 
official listed above. Suoh*provai will in no case include authorisation 
to make oommitments of any nature for actual employment or salary level. 
Violation of this policy may result in the immediate dismissal of the 
individual guilty of the violation, 

o. »o appointment in or promotion to grades 08-16 and above will 
be made without the prior personal approval of the Director. 

a. Officials and employees of this Agency, including those listed 
in paragraph la above, are prohibited from discussing employment 
possibilities with any civilian employs, of any other gov.™** ag.» V , 
employee, of the Oongro.e, or members of the armed forces without the 
presentation of a letter of availability f or sueh discussion from the 
employing agenty of the individual oonoemed. 

b. The polity stated in paragraph 8a above will also apply te 
i-tra-gan*, truaf.r. bat™, offlaaa and Staff SaatLan.. „ >Jpt la 

wl<b tb. aprliaati. aaaagaamt paUaia. „ 

authorised officials listed in paragraph 1 a above. 

•. » 1. that attar ^ ^ 

*” ««, Ctt aapltQreaa* .nob 

taplejrtta .to attain .tolartant rtth athar gar.™.* a^ala, .ithout 

obtaining prior »y b. r*«ir* to r..l m 1, ardar to ltlW 

guoh •nployiawit# 


: j 
[ 
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3* DofAnltlon| 

a. 2ho Jurisdiction of eaoh of the Personnel Staff# 
off CIA la defined In published statements of functional 
responsibility. In order to avoid duplication of Instruo- 
tione the town "Personnel Divisions'' aa ifee^herein will 
pertain to eaoh of the following activities to the extent 
of its published functions, unless otherwise stated! 
Personnel Division, Adroinis trative Staff 
Employees Division, Special Support Staff 
” b. IAC personnel are those individuals detailed for 
duty with CIA from the State Deportment or the Deparfcneat 
of Defense. 


o. Departmental Service includes all positions in the 
headquarters or central office af the Agency. 



verbal, frew members of the Congress reoeivod by any individual 
or aotivity of this Agency will be ircnediately referred to the 
Oaneral Counsel for aotion end preparation! «f reply, a# 
Qaneral Couneel i s responsible for adequate coordination in 
each ease prior to preparation off reply. 

■m£m 
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flBBBtai HfiffiPbDBit>illtloB of Peraomiol Division* Under 
tlio polloy guldanoe of ths Personnel Director and the direct 
supervision of the Chiefs of the Administrative and Special 
Support Staffs* the Personnel Divisions, are responsible fori 
«« Procurement, placement, processing, appointment, 
promotion, demotion, withln-grada advances, ouipeittlou, 
and termination of Individual employees* 

b. Assisting the Personnel Director to establish qualifl- 

ootion standards for all positions, 1 

c. Kecoraaonding position classification for all positions 
to the Personnel Director. 


d. Assisting the Personnel Director to establish s a l ar y 
administration, efficiency rating and caroor management 
programs, and for carrying out such programs when established. 


®* Maintaining a current record of authorised vacancies 
and approved procurement requests against such vacancies. 

f, Establishing personnel procurement priorities. 

g. Maintaining continual contacts with potential personnel 


procurement sources. , , » ~6 6 a A 

h. Exclusive liaison with timrlSS Staff Arelative to 
personnel security clocks and clearances. All requests for 
initiation of and information relative to status of personnel 
security checks and clearances will be channeled through the 


Personnel Divisions, 

i. Establishing personnel training programs within 


specifically authorised limitations. 
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j. Establishing and maintaining retention registers for reduot- 
ion-in-foroe procedures# 

k. Reviewing and acting on all disciplinary actions which are 
signed and presented by Assistant Directors and Staff Chiefs# 

1# (1) Taking final aotion on personnel actions involving 

grades GS-12 and below, except when there are unresolved disagreements t 
with Assistant Directors or Staff Chiefs concerned# 

(2) Recommending through the Persbnnel Dieector to the 
Executive action on personnel actions involving grades GS-13 and above. 
(See paragraph lc re actions involving grades GS-16 and above. The 
Executive will make recommendations to the Director in each such case.) 

(3) Referring all personnel actions through the Personnel 
Director to the Executive where there is unresolved disagreement with 
the Assistant Director or Staff Chief concerned. 

6. Medical Standards 

Initial appointment or reassignment to all positions are subjeot to 
established medical standards. Inasmuch as the signing of a medical waiver 
by an individual does not relieve the government of its liability under the 
regulations of the Employees Compensation Commission, no waivers of physical 
requirements will be granted# 

7# Merit and qualifications of Individuals 

a. The basis for all personnel actions in the Agency will be indiv- 
idual qualifications and relative merit. Personal considerations, family 
relationships, favoritism, and external pressures or considerations will 
not be permitted to influence such actions. Assistant Directors, Staff 
Chiefs and each of the officials listed in paragraph 1 above are personally 
charged with insuring that this policy is effectively exercised throughout 
the Agency /»•- 
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Mr?** 


b. Determination of relative merit and qualification* 
will bo booed on demonstrated ability, personal industry, 
integrity, loyalty, length of service, general efficiency, 

and background of ejqporience and education, in comparison 

•+£> * 

with ^otherAafflploysos In similar fields end grades. 

c. Supervisory personnel at all levels mat become 
throughly familiar with personnel under their Jurisdiction 

i 

to Insure the just and objective administrative of this 
policy. 

a* Assistant Directors and Staff Chiefs are responsible 

for the initiation of personnel actions on individuals under 
their Jurisdiction and for the routing of such actions to 
the appropriate Personnel Division. They nay designate 
such individuals within their organisations as may bo 
considered desirable to sign and forward such actions. 

The names of individuals so designated, and any changes 
in such designations, will be corsmmcated in writing 
to the appropriate Personnel Division. 

b. Each pers o nnel action requiring action by the 
&cacutlv* will be signed personally by the Assistant 
Director or Staff Chief concerned. 

v /• MHtiisam . ulth JBa. c<vtl Samoa. Sseataaiaa 

a. The Classification Act of 1949 exempts the CIA 
from its provisions. 4ee4gMg&fe,£p^r personnel program. 
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including position olaaodfloation, appointment, promotion. 


©to., ia carried out within the Agency ulthout^hriLl^S^rrioo 
Commission review*! 

•yjfp Useea**, phe Direotor has signed a written agreement 
with the Civil Servioe Cenaission to adhere strictly td the 
provisions of the Classification Act in administering the 
Agency personnel program, lb© Civil Servioe Commission 
also has agreed to provide advice and guidance whonever 
called t^>on to do so* 

, The supervisory and review f -unctions previously 
exorcised by the Civil Service Commission have boon 
delegated to the Personnel Director and his Staff for all 
Agency personnel matters, regardless of thoir security 
classification. 


tO 


a* Positions are filled by direct recruitment rather 


than by certification from the Civil Service Gcwaission^ 


in accordanoe with established 


Civil Service procedure* 


b* The following policy is established for effecting 
appointments to fill vacant positional 

(1) An individual without prior Government service 
will be earried In a trial period status for the first 

•; . . full year. 

(2) An individual with prior Government service 
who has served under war service or excepted appointments 

will be required to serve the first six months in a 
trial period status* 

eOMFfBENTlAL 
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(3) An individual with Civil Service status will be 
appointed by transfer or reinstatement without any time 
limitation or trial period. 

o# During the trial period an employee will receive the 
special attention and instruction required to acquaint him with 
his duties and to develop his ability to perform his work in the 
most satisfactory manner* After a fair and full trial period 
an employee will be terminated his services do not meet 
Agency standards* An employee with veterans 1 preference or 
Civil Service status will be accorded all rights and privileges 
granted him under the VeteranM Preference Act of 1944, as amended* 
and Civil Service rules and regulations. (These privileges are 
subject to special final authority granted to the Director by the 
National Security Act of 1947.) / Under certain conditions, it is 


possible for employees to achieve permanent Civil Service status 
while serving in this Agency* The Standard Civil Service regul- 
ations will be follfeted in each instance* after initial clearance 
has been received from the Personnel Relations Branch* Personnel 
Division*^ 

d. The foliating procedures are established for processing 
individuals for employment within CIAt 

(1) Assistant Directors and Staff Chiefs shall transmit 
Recruitment Requests in the original and three copies to the 
Personnel Division as requisitions to fill authorized vacan- 
cies* A Personnel Action Request in quadruplicate shall be 
forwarded tolhe Personnel Division as a requisition for actual 
employment of an individual* In order to initiate security 
clearance a Personnel Action Requst may be submitted 

against a position currently filled* providing the 

. -- 8 - . . 


Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 


Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 


office concerned informs the Personnel Division on the form of 
the approximate date that the present inoumbent will vaoate 
the position# 

(2) An Application for Employment and a Personal History 
Statement with passport size photographs will be obtained by 
the Personnel Division and forwarded with & Referral Sheet to 
the appropriate office# ^fter careful review, the file will be 
returned to the Personnel Office with request for personnel 
action or reason for rejection^ 

(a) Pinal selection or rejection of applicants for 
positions above grade GS-5 or equivalent shall normally 
rest with the appropriate Assistant Director or Staff 
Chief# subject to qualifications review by the Personnel 
Division. The Personnel Chiefs may refer to the Executive# 
thru the Personnel Director, acceptance or rejection cases 
which they believe are not warranted# 

(b) Final authority for the selection and assignment 
of an employee in grade GS-5 or equivalent and below# 
shall rest with the Chief*# Personnel Divisions# 

(c) All assignment* are subject to the security approv- 
al of the Inspection and Security Staff# 

(3) Upon the receipt of a Personnel Action Request the Pers- 
onnel Division will make an offer of employment to the individual 
concerned (subject to satisfactory security clearance) and upon 
indicated acceptance will initiate action for security clearance# 
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(4) The Personnel Division will notify tho offioe 
cotioemed of the £ isdlure of an individual to receive 
security clearance end v/ill toko appropriate action 
to inform the individual of his rejection. 
v V> (5) Personnel Chiefs will 

contact oaoli individual (inaluding detailed IAC 
personnel) relative to entrance on duty. An individual 
assigned to a personnel pool will be Instructed to 
report to duty by the Personnel Division, following 
security clearance. Each Individual (including 
detailed IAC personnel) reporting for duty will 
present to the appropriate Assistant Director or 
Staff Chief a written notice from the Personnel 
Division stating that ho has been fullv cleared and 
assigned for duty. A copy of this notice will bo furnished 
tho Inspection and Security Staff by the Personnel ;r 
Division. In extraordinary circumstances the Executive cn, 

1 my give verbal authorisation for entrance on duty 
after assuring that all required processing 

ban been completed. No individual will be accepted 
for duty unless one of the above provisions had been x 

met. 

(6) \Statp4i of security cloarjtfioe of .prospective 
asployees/ull be obtained fn^the Inspection and 
Security Stare only by the Peroonhel Di\ 




A 




y . v * 

\v \ 
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X BeoiaatilOD Policies and Procedures 

*« An employee may bo promoted to a higher grade subject 


toi 


(1) Existence of a suitable vaconoy. 

(2) Complete qualifications of the individual 
for tho vacancy* 

(3) Completion of 90 day detail period to position 
GS-7, or above* Incumbent $ ■ of positions lower 
than GS— 7 mat have assumed the duties of t ho'So ^ktlon 
to idiich they are being promoted* Prior to the tine 

of detail they must moot testing requirements and 


qualification standards for the redannended. position* 

Ho employee shall be detailed to a position allocated 
higher than ana grade above the position which he 
currently occupies* These stipulations do not constitute 
a barrier to promotion of an individual whose position 
lias been reclassified to a higher grade* 

(4) Submission of a Personnel Action Request tft 


the Personnel Division indicating the exact position 
and the date the employee is detailed in order that 
he may receive credit for the detail period* The 
form must indicate the allocated position that will 
be occupied* 

(5) Evidence of an efficiency rating as follows! 

CO CS-4, equivalent, and below - Good or better for 
six months preceding promotion 

- 11 - 
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{$) . GS-5 through GS-33 or equivalent - Very Good or 
Ijscollont for six months preceding promotion 
ic ) GS-14 and above - Excellent for one year preceding 
promotion 

b# Promotions are Hrdtocl to one grade o:n&ept in cases 
where no intoraodiato grades have boon recognised. 

c. After considering all the factors Indicated above, the 
reoommdteig and approving authorities will use the following 
table as a guide In determining appropriate time in grade for 
promotion purposes: 


as 

c?o. 

■NHMHI 

i 

1 


2 

2 

3 months 

3 

3 



4 


4 

5 


5 

6 

6 months 

6 

7 


7 

8 


8 

9 

9 month. 


10 


f 



10 


12 months 

n 


15 Booth. 

li 


Id Booths 

13 


21 norths 


HOHOMI 
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d« /Insistent Directors and Staff Chiefs shall forward 
to the Personnel Division a Poroonnel Action Request containing 
sufficient information to indicate compliance with the policies 
defined in paragraph 6 above* 

e. A request from a field station for a promotion aunt 
be accompanied by a Position Description 
prepared by the employee, which outlines the duties and 
responsibilities being performed, together with remarks 
and certification of the immediate superior. In the case 
of a proposed position in the field service the description 
trtn be prepared by the individual who is most familiar with 
the duties and responsibilities to be performed. The 
description must include* 

(1) Factual description of the work being Reformed. 

(2) A statement of degree of difficulty and responsi- 
bility inherent in the position. 

(3) An account of the nature and extent of supervision, 
independent Judgment said decisions exercised by the incumbent 
f . Upon receipt of a request for a promotion in the 

depart me n tal service the Personnel Division will audit the 
position involved in order to determine the level of difficulty, 
responsibility, and grade at which the individual is perform- 
ing to ascertain whether he should receive a promotion. 

g. An employee occupying a classified position will be 
advanced to the next higher step within his grade, providing 
that he has tuahw-Mattw of service without an equivalent 
Increase in pay for grades OS— 10 and below or •etgMeem'CMMhs 
service for grades 0S-11 and above. In addition the 
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employee mint have a current efficiency rating of Good or 
bettor and a satisfactory conduot roport. 



A Personnel Aotion Bequest for intra-agency transfer 
will be prepared by the offloe to which the enployee is 
being transferred. 

< o X iaaimssk at m SasmosX 

a. It shall ba the responsibility of the receiving office 
to initiate a completed Personnel Action Request on all IAC 
personnel (including citation of the allocated position). 

b. The Personnel Division will initiate a request for 
security clearance. 

o. Upon receipt of security clearance the individual will 
be called to duty by the Personnel Division and will be assigned 
to the requesting office. 


d. IAC personnel will not be allowed to work in restricted 
buildings until they are given a statement by the Personnel 
Division certifying that all provisions for assignment have 
been met. 

e. Separations and intra-agency transfers shall be reported 
to the Personnel Division on Personnel Action Bequest in tripli- 
cate, initiated by the appropriate office* 

// s«i. aTO ^atotfikattaB 

®* tegular full— time employees and temporary employees 
of the Agency with a regular tour of duty congransated on a 
per annum basis will be paid in accordance with the following policy* 

•U- 
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(i) tefiRga ,<sUW §aAa& 

(a) Now appointments will bo made at the base 
salary of the grade# (Transfers, promotions, deflations, 
re^fir^lojsaent, and reinstatements are not new appoint- 
monte within the meaning of the requirement.) 

(b) * Employees appointed by transfer, reinstate- 
ment or r«><«t^loyia)ont to a position of the same grade 
will be permitted to retain periodic pay increases 
previously received* 

(c) Employees appointed by transfer, reinstate- 
ment, or re-<mplc^ment to a position in a lower grade 
than last held will receive salaries fixed to allow 
credit toward tdlthin-grade promotions for all service 

in appointment grade and higher grades. 

(e) Determining Salary in Case of Promotion 

(a) When an employee is promoted to a higher grade 
position he v/ill be compensated at the lowest rate of such 
higher grade whioh exceeds his existing rate of compensation 
by not less than one- step increase of the grade from which 
promoted# 

a change to a lower grade is promoted, hie salary will 
be fixed so as to allow credit toward wltMn-grade 
promotion for all previous service in tho grade to which 
he la being promoted or for service in any higher grades# 

/ W\ , /vi* r' a V o w** . V& - J* ib»: * ^ 

(3) Determining Salary In Cage of Change to Lower Grade 


(a) To determine salary in case of a change to 
lower grade, the employee may be given credit for all 
service previously performed fin the lower grade and in 

any higher grades previously held.'^If the employed 
salary in the lower grade is within a one step range 
of his former rate he will be compensated at the stop 
in the lower grade which is nearest his present salary* 
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(b) Exceptions* Bio policy outlined ttooo* 

dooo not apply to the following typos of oases* 

Employees who have earned meritorious 
pay increases. An employee who has boon given 
a withto-grado pay' increase because of especially 
neritorabus service or as a reward for superior 
accmpltohmant will be permitted at the time he 
is demoted to retain one stop for each such 
o^vanceK©nt* 

2, Employees who change to louor grades 
to accept probations! appointment. & change 
to a lower grade to duo to employee's desire to 
accept probattonal appointiaant, he will be 
compensated at the step to the lower grade whiBh 
is nearoat (bat not to excess of) the present 

salary in. the higher grade. 

Employees who were changed to lower 
grades for disciplinary reasons. If ’the emptofe® 
is changed to a lower grade for discip^ 11 ^ * 

his salary rate will be set at the.-* 23 ® ^ 

' , . .v^wssejice of specific 

to which he to demoted to tbe ^ 

provision to the contrar’"' 

. >fect for classified employees 

b. salary policy now 

rospeot to* (1) entrance on 

also will apply to ungraded 

fJ j change to lower grade, (4) probational 
duty, (2) proraotipny^ 
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appointment, and (5) disciplinary action, The tana "step 
inopaaoa" will bo ueed for ungraded position® in liou of 
"period io pay lnereane" for classified positions. 

(1) An employee transferring from a oloosified por tion 
to an ungraded position will do so without loss in salary 
unless his classified salary wa 3 above the top step of 

the ungraded job to which he is being Bacigned. 

(2) An ungraded employee who receives a conduct and 
efficiency report of Satisfactory or higher will reoeive 
a step increase after the first six months of ungraded 
service and annually thereafter until the top step has boon 
reached, The salary for employees transferring between 
graded and ungraded positions Hill be dctcrsiiinod after 
considering to uniting period elapsed and whether or not 
an equivalent increase is .involved, 

(3) An enploye© in an ungraded position will have 

an opportunity to earn step increases as a result of meribor*. 
icua service and superior acccsj^jlishsaonts. 

1 6 -igTgflreer Manaaement 

a. The career management program of the Agency is designed 
to provide frees within* 

(1) A source of wall qualified Individuals to fill 
vacancies m they occur. 

(2) A system hereby individuals may (Qualify be 
proiaoted to inore responsible positions through training and 
devalopmoxit within tbs Ago&ortr, 

-47- 
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.V It is Agency policy* that vacancies will bo filled 
by the beat qualified onployoo available within the Agency* 
The basic considerations for pmx>fcion will be proven ability 
and merit. 

£ssmwL 81 ia£m Jacaete A 

a. Assistant Dlrootora and.- Staff Chiefs submit to 

the Personnel Division a Personnel Ipformtion^ l^yin To * 
yt*&f when an employee* 


U" 


( 1 ) Changes hie mane, home or office address, or 

home or office telephone number. / 

( 2 ) Is separated from the Agency by transfer, resignation, 
or enters? the military service from civilian exsploymont. 

b. In addition to tho above a Personnel Status Report £?em- 

Vs/\\l 

Ko. jz » r r) sfoail bo submitted following *ai y change in an 
employee f s marital statue. The original of the form will 
be routed to the Personnel Division and a copy to the Chief, 
Inspection md Security 

••'/ jf£ Jfes&w.* toi. , 

a. Each -AB^loyee will obtain clearance prior to final 

payment. Clearance will be obtained on a Pinal Psynmt Clearance 
Sheet an employee la being terminated, 

leaving for overseas duty, granted leave without pay for a 
period in excess of 60 calendar days, or being transferred 

to or from an unrouchcrcd fund status, 

b. She Personnel Division will be notified by Perscauiel 
Action Request at least one week prior to the effective date 

-IS- 


</ 
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of the ro quest, Ifron receipt of the Personnel Action Request 

Divio ions 

the Poraoanol/vixx make neoeseary arrangements for an exit inter- 
view and for final clearance, will direct the employee to the 
Inspection and Security Staff for security clearance, and will 
then obtain the additional required clearance by telephone, 
obtain the employee's signature, and direct the employee 
to deliver the fora to the applicable payroll office. When 
the employee is unavailable all action indicated will be 
taken except procurement of the oi^loyaeb signature, 
c. Hie Chief of afield caff ice will* 

(1) De-brief the employee, 

(2) On the Final Payment Clearance Sheet complete 
certification blocks "office to which assigned” and 
"Security Branch". 

(3) Obtain employee 1 a signature and forwarding 
address. 

(4) Forward the fora to the Personnel Division^ 
through established chann el s . 

/ i' sXf* aese regulations will govern generally all personnel 
actions of this Agency, both overt and covert, and will be 
applied to the fullest possible extent in carrying out specific 
provisions of Confidential Funds Regulations covering covert 

personnel actions. 


R. H. H3XISBK0ETTER 

Rear Admiral, IBB 
Director of Central Intelligence 

DlSTRlBOTICn* A. 
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fEHSOKUBL DIRECTOR; 


Z do (not) concur 


•ODQET CHHDHL 


I do (not) concur 


CHIEF, SPECIAL SUPPORT STAFF 


I do (not) concur 


CHIEF, AEHIIJIS7RATIVE STAFF 


I do (not) concur 


CHIEF , PEHSOHHEI., SSS_ 


I do (not) concur 


CHIEF, PERSONNEL, ADMIN. STAF F DAT? 

I do (not) concur 


GENERAL COUNSEL 


I do (not) oonour 
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CENTRAL INTELLIGENCE AGENCY 
Washington, D. C. 


ADMINISTRATIVE IHSTRUl 
NO. 


SUBJECT: 


Personnel Policies and Procedures 


A '#0 6 . < 

lS^Nc*v©mber-«JL949 



dated. '17 August 1943 , 
dated 25 March 1947, and 
dated 11 August 1949. 


HESC ISS IONS: Administrative Instruction 
Administrative Instruction 
Administrative Instruction 

HEFElfflUCEj General Order (Revised), dated 5 October 1949. 
1. General Policy 

a. Authority is delegated by approved statements of 
functional responsibilities, separate specific delegations, 
and this Instruction to only the Agency officials listed 
below to act on personnel actions (appointment, employ- 
ment, classification and reclassification of positions, 
promotion, demotion, transfer, and separation of individuals) 
for the Directors 
Executive 
Deputy Executive 
Personnel Director 
Chief, Administrative Staff 
Chief, Personnel Division, Administrative Staff 
Chief, Special Support Staff 
Chief , Employees Division, Special Support Staff 
Designated subordinates of the above listed officials. 


I 

Wd 


L... 
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b. Officials and employe os not listed above are 
prohibited from discussing personnel actions with 
individuals to whom such actions will apply, without the 
prior knowledge and approval of the appropriate official 
listed above. Such approval will ir no case include author- 
ization to make commitments of any nature for actual eniploy- 
ment or salary level. Violation of this policy may result 
in the immediate dismissal of the individual guilty of the 
violation, k , ' y * a* // y 

2. Proselyting , & 

a. Officials and employees of this Agency, including 
those listed in paragraph la above* are prohibited from 
discussing employment possibilities with any employee of 
any other government agency or employees of the Congress 
without the presentation of a written release for such 
discussion from the employing agency of the individual 
concerned, 

b. The policy stated in paragraph 2a above will also 
apply to intra-agency transfers between Offices and 
Staff Sections, except in connection with the application 
of Agency career management policies by authorized officials 
listed in paragraph la above . 

c. It is expected that other government agencies will 
observe a reciprocal non-proselyting policy in dealing with 
CIA employees. Such employees who obtain employment with 
other government agencies without obtaining prior release 
may be required to resign in order to accept such employment 

nfTbemtiai 



£-4 

*> X li 

r ^ 
\U 
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3. Definitions 

a. The jurisdiction of each of the Personnel Staffs 
of CIA is defined in published statements of functional 
responsibility. In order to avoid duplication of Instruc- 
tions the term "Personnel Divisions" as Used herein will 
pertain to each of the following activities to the extent 
of its published functions, unless otherwise Stated: : 
Personnel Division, Administrative Staff 
Employees Division, Special Support Staff 
. b. LAC personnel are those individuals detailed for 
duty with CIA from the State Department or the Department 
of Defense. 

c. Departmental Service includes all positions in the 
headquarters or central office of the Agency. 



All inquires, either written or 
verbal, from^members of the Congress^ received by any individual 


tfj 


or activity of this Agency will be immediately referred to the 
General Counsel for action and preparation^ of reply. The 


General Counsel is responsible for adequate coordination in 
each case prior to preparation of reply. 

-3- 




Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 


Approved For Release 2001/09/04 : CIA-RDP81-00728R0001 0001 0005-8 



.u 5, General Responsibilities of Personnel, Divlslgns Under 

the policy guidance of the Personnel Director and the direct 

!••; v supervision of the Chiefs of the Administrative and Special 

Support Staffs, the Personnel Divisions are responsible for: 

a. Procurement, placement, processing, appointment, 
promotion, demotion, within-graae advances, suspension, 
and termination of individual emplbyees. 

b. Assisting the Personnel Director to establish qualifi- 
cation standards for all positions, 

c. Recommending position classification for all positions 
to the Personnel Director. 

s d. Assisting the Personnel Director to establish salary 

administration, efficiency rating and career management 
programs, and for carrying out such programs when established. 

0. Maintaining a current record of authorized vacancies 
and approved procurement requests against such vacancies. 

| f. Establishing personnel procurement priorities, 

pv g, Maintaining continual contacts with potential personnel 

procurement sources. ( ■*' v 

h. Exclusive liaison with the I&S Staff^relative to 

|v 

| : personnel security c^cks and clearances. All requests for 

initiation of and information relative to status of personnel 

I • • . 

I security checks and clearances will be channeled through the 

I Personnel Divisions • 

! 

| i; Establishing personnel training programs within . « 


f specifically authorized limitations. 



I 
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j. Establishing and maintaining retention registers 
for reduction-in-force procedures. 


ic. Reviewing and acting on all disciplinary actions 
which aft) signed and presented by Assistant Directors and 
Staff Chiefs. 

1. (1) Talcing final action on personnel actions 

involving grades GS-12 and below, except when there 
are unresolved disagreements with Assistant Directors 
o$ Staff Chiefs concerned. 

(2) Recommending through the Personnel Director 
to the Executive action on personnel actions involving 
grades GS-13 and above. ( £a. tu 


graces ana aoove. ( f r & ^ - 

■ ■ (3.) Referring all nersonnel actions thrnncrh tha 


Personnel Director to the Executive where there is 
unresolved disagreement with the Assistant Director 
J JJ 'or^Staff Chief concerned. 

— * # 6 MZkJasU**.- 

'f* Merit and qualifications of Individuals 

a. The basis for all personnel actions in the Agency 
will be individual qualifications and relative merit. 
Personal considerations, family relationships, favoritism, 
and external pressures or considerations will not be 
permitted to influence such actions. Assistant Directors, 
Staff Chiefs and each of the officials listed in paragraph 
1 above are personally charged with insuring that this 
policy is effectively exercised throughout the Agency. 





6. Medical Standards 


Initial appointment or reassignment to all positions are subject to 
established medical standards. Inasmuch as the signing of a medical waiver 
by an individual does not relieve the government of its liability under the 
regulations of the Employees Compensation Commission, no waivers of physical 
requirements will be granted. 


m 

t] if 


$ 

*' 
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b. Determination of relative merit and qualifications 
will be based on demonstrated ability, personal industry, 
integrity, loyalty, length of service, general efficiency, 


and background of experience and education, in comparison 
with other^ employees in similar fields and grades. 


c. supervisory personnel at all levels must become 
throughly familiar with personnel under their jurisdiction 
to insure the just and objective administrative of this 
policy. 

^ ^ Xnitiation of Personnel Actions 


a. Assistant Directors and Staff Chiefs are responsible 


for the initiation of personnel actions on individuals under 
their jurisdiction and for the routing of such actions to 
the appropriate Personnel Division. They may designate 
such^indiviauals within their organizations as may be 
considered desirable to sign and forward such actions. 

The names of individuals so designated, and any changes 
in such designations, will be communicated in writing 
to the appropriate Personnel Division. 

b. Each personnel action requiring action by the 
Executive will be signed personally by the Assistant 
Director or Staff Chief concerned. 

^ Eolations with the Civil Service Commission 

a. The Classification Act of 1949 exempts the CIA 
from its provisions. - Ais- n r or nAb ., Shr personnel program, 
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including position classification, appointment, promotion, 
etc., is carried out within the Agency vithout^ivil Service 
Commission review^ 

xtf'f ft Director has signed a written agreement 

with the Civil Service Commission to adhere strictly to the 
provisions of the Classification Act in administering the 
Agency personnel program. The Civil Service Commission 
also has agreed to provide advice and guidance whenever 
called upon to do so, 

$(?• Ihe supervisory* and review functions previously 
exercised by the Civil Service Commission have been 
delegated to the Personnel Director and his Staff for all 
Agency personnel matters, regardless of their security 
classification. 

^ q Appointment Policies and .Procedurc ss 

a. Positions are filled by direct recruitment rather 

than by certification from the Civil Service Commission, 

aauawaa, im n i In ww in accordance with established 

Civil Service procedure. 

b. The following policy is established for effecting 

appointments to fill vacant positions: 

(1) An individual without prior Government service 
will be carried in a trial period status for the first 

. . . full year. 

(2) An individual with prior Government service 

who has served under war service or excepted appointments 
will be required to serve the first six months in a 

trial period status. 
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(3) An individual with Civil Service status will 
be appointed by transfer or reinstatement without any 
time limitation or trial period, 

c. During, the trial period on employee will receive 
the special attention and instruction required to. acquaint 
him with his duties and to develop his ability to perform 
his work in the most satisfactory manner. After a fair 
and full trial period an employee will be terminated if 
his services do not meet Agency standards. An employee 
with veterans 1 preference or Civil Service status will' 

be accorded all rights and privileges granted him under 
the Veterans Preference Act of 1944; as amended, and 
Civil Service rules and regulations. (These privileges 
are subject to special final authority granted to the 
Director by the National Security Act of 1947.) 

— <OlIl Jkdkci Here — 

d. The following procedures are established for 
processing individuals for employment within- CIA: 

(l) Assistant Directors and Staff Chiefs shall 

transmit & Recruitment Request* (rui'iirfrtor'^ ""O) in 

vh 

the original and three copies to the Personnel 
Division as «<bequisitionAto fill authorized 

i 

vacancj^ A Personnel Action Request (Form No. 37-3 
or 37-1) in quadruplicate shall be forwarded to the 
Personnel Division as a requisition for actual employ- 
ment of an individual. In order to initiate security 
clearance a Personnel Action Request may be submitted 
against a position currently filled, providing the 



Under certain conditions, it is possible for employees to achieve permanwfc 
Civil Service status while serving in this Agency. The Standard Civil 
Service regulations will be followed in each instance, after initial 
clearance has been received from the Personnel Relations Branch, Personnel 
Division. 
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office concerned informs the Personnel Division on the 
form of the approximate date that the present incumbent 
will vacate the position, 

(2) An Application for - Fed er al Employment (2 muiucul d 
Fowj?) and a Personal History Statement -(Foun Hu. "9t3“l)» 
will be obtained by the Personnel Division and f orwarded 
with a Referral Sheet (Duiuj lfCJ. DW) to the appropriate 


office. I If the office is interested, it will indicate the 
position r&mh the individual m 44- br- 


(a) Final selection or rejection of applicants 
for positions above grade GS-5 or equivalent shall 


rest with the appropriate Assistant Director or a A 6 

Staff Chief, toia-mar, JEKe Personnel Chiefs may 

&& ^C> er\<* 

refer to the Executive A rej action cases which they 


believe are not warranted. 

(b) Final authority for the selection and 
assignment of an employee in grade GS-5 or equivalent 
and below, shall rest with the Chiefs, Personnel 
Divisions. 

. (c) All assignments are subject to the security 

approval of the Inspection and Security Staff. 

(3) Upon the receipt of a Personnel Action Request 
the Personnel Division will make an offer of employment 
to the individual concerned (subject to satisfactory 
security clearance), and upon indicated acceptance will 
initiate action for security clearance. 

-9- 
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(4) The Personnel Division will notify the office 
concerned of the failure of an individual to receive 
security clearance and will take appropriate action 
to inf orm the individual of his rejection. 

(5) - The Personnel Chiefs will 

contact each individual (including detailed IAC 
personnel) relative to entrance on duty. An individual 
assigned to a personnel pool will be instructed to 
report to duty by the Personnel Division, following 
security clearance. Each individual (including 
detailed IAC personnel) reporting for duty will 
present to the appropriate Assistant Director or 
Staff Chief a written notice from the Personnel 
Division stating that he has been fully cleared and 
assigned for duty. A copy of this notice will be furnished 
the Inspection and Security Staff by the Personnel . 
Division. In extraordinary circumstances the Executive 

A may give verbal authorization for entrance on duty 
after assuring - hift i poM ’ that all required processing 
has been completed. No individual will be accepted 
for duty unless one of the above provisions has been 
met. 
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/• GOIIFJOENTIAL 

Cl ^ j^omotio n Policies ond Procedures 

a. An employee rnay be promoted to a higher grade subject 


(1) Existence of a suitable vacancy. 

(2) Complete qualifications • of the individual 
for the vacancy. 

0) Completion of 90 day detail period to position 
GS-7, or above. Inouintents . of positions lower 
bhan GS-7 must have assumed the duties of the position 
to which they are being promoted. Prior to the time 
of detail they must meet testing requirements and 
qualification standards for the recommended position. 

No employee shall be detailed to a position allocated 
higher than one grade above the position which he 
currently occupies* These stipulations do not constitute 
a barrier to promotion of an individual whose position 
has been reclassified to a higher grade. 

(4) Submission of a Personnel Action Request t& 
the Personnel Division indicating the exact position 
and the date the employee is detailed in order that 
he may receive credit for the detail period. The 
form must indicate the allocated position that will 
be occupied. 

(5) Evidence of an efficiency rating as follows: 

/a)GS- 4 , equivalent, and below - Good or better for 

six months preceding promotion 


- 11 - 
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fb) through GS-13 or equivalent - Very Good or $ 

Excellent for six months preceding promotion || 

(c) GS-14 and above - Excellent for one yoar preceding II 

promotion 

b. Promotions are limited to one grade exfiept in cases i 

where no intermediate grades have been recognized, 

c« After considering all the factors indicated above, the f 

recommending and approving authorities will use the following . f 

table as a guide in determining appropriate time in grade for 
promotion purposes: 


GS 

CPC 

Time in Grade 

1 

1 


2 

2 

3 months 

3 

3 


4 


4 

5 


5 

6 

6 mon ths 

6 

7 


7 

s 


8 

9 

9 months 


10 


* 



10 


12 months 

11 


15 months 

12 


18 months 

13 


21 months 

14 


24 months 


P * 8 * If 

. • • : ^4 
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d. Assistant Directors and Staff Chiefs shall forward 
to the Personnel Division a Personnel Action Request containing 
■sufficient information to indicate compliance with the policies 
defined in paragraph ^above. 

e # A request from a field station for a promotion must 
bo accompanied by a Position Description (3 t andax il d"ynijn r ^ r) 
prepared by the employee, which outlines the duties and 
responsibilities being performed, together with remarks 
and certification of the immediate superior. In the case 
of a proposed position in the field service the description 
will be prepared by the individual who is most familiar with 
the duties and responsibilities to be performed. The 
description must include: 

(1) Factual description of the work being preformed. 

(2) A statement of degree of difficulty and responsi- 
bility inherent in the position. 

(3) An account of the nature and extent of supervision, 
independent judgment and decisions exercised by the incumbent 
f. Upon receipt of a request for a promotion in the 

departmental service the Personnel Division will audit the 
position involved in order to determine the leVel of difficulty, 
responsibility, and grade at which the individual is perform- 
ing to ascertain whether he should receive a promotion. 


£• An employee occupying a classified position will be 
advanced to the next higher step within his grade, providing 
that he has t welve * m o nth s of service without an equivalent 
increase in pay for grades GS-10 and below or e4gh£em mofrbhs 
service for grades OS-11 and above. In addition the 


'u m 
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employee must have a current efficiency rating of Good or 
better and a satisfactory conduct report. 

/v^ar. Intra-Agencv Transfer Policy 

A Personnel Action Request for intra-agency transfer 
will be prepared by the office to which the employee is. 


being transferred* 


^ Assignment of IAG Personne l 

a. It shall be the responsibility of the receiving office 
to initiate a completed Personnel Action Request on all IAC 
personnel (including citation of the allocated position). 

b. .-The Personnel Division will initiate a request for 


security clearance. 

c. Upon receipt of security clearance the individual will 
be called to duty by the Personnel Division and will be assigned 
to the requesting office. 

d. IAC personnel will not be allowed to work in restricted 

buildings until they are given a statement by the Personnel 
Division certifying that all provisions for assignment have 
been met. < 

e. Separations and intra-agenc^ transfers shall be reported 


to the Personnel Divi>i* 


sonnel Action Request in tripli- 


cate, initiated by the appropriate office. 


fT Salary Administration 






a. Regular full-time employees and temporary employees 
of the Agency with a regular tour of duty compensated on a 
per annum basis will be paid in accordance with the following policy: 


k ir * f* i) {* r* *v~* jr /?. r 

p.i n l • 

V l i $ ;t l;u. 
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(1) Entrance on Duty Salary 

(a) Nov/ appointments will be made at the base 
salary of the grade, (Transfers, promotions, demotions, 
re-employment, and reinstatements ape not new appoint- 
ments within the meaning of the requirement.) 

(b) . Employees appointed by transfer, reinstate- 
ment or re-employment to a position of the same grade 
will be permitted to retain periodic pay increases 
previously received. 

(c) Employees appointed by transfer, reinstate- 
ment, or re-employment to a position in a lower grade 
than last held will receive salaries fixed to allow 
credit toward within-grade promotions for all service 
in appointment grade and higher grades • 

(2) Determining Salary in Case of i^romotion 

(a) Yi/hen an employee is promoted to a higher grade position he 
will be compensated at the lowest rate of such higher grade which exceeds * 
his existing rate of compensation by not less than one-step increase of 
the grade from which promoted# \i r ' , 

(b) When an employee who has previously received 
a change to a lower grade is promoted, his salary will 
be fixed so as to allow credit toward within-grade 
promotion for all previous service in the grade to which 
he Is being promoted or for service in any higher grades. 

(3) Determining Salary in Case of Change to Lower Grade 

(a) To determine salary in case of a change to lower grade, the 
employee may be given credit for all service previously performed in the 
lower grade and in any higher grades previously held. If the employee’s 
salary in the lower grade is within a one-step range of his former rate 
he will be compensated at the step in the lower grade which is nearest his 
present salary. 
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grades* previously- held • 

(b) Exceptions; The policy outlined above 
does not apply in the following types of cases; 

1. Employees who have earned meritorious 
pay increases* An employee who has been given 

a within-grade pay increase because of especially 
meritorious service or as a reward for superior, 
accomplishment will be permitted at the time he 
is demoted to retain one step for each such 
advancement* 

2. Employees who change to lower grades 

to accept probational appointment* If the change 
to a lower grade is due to employee^ desire to 
accept probational appointment, he will be 
compensated at the step in the lower grade whihli 
is nearest (but not in excess of) the present 
salary in the higher grade* 

2* Employees who were changed to lower 
grades for disciplinary reasons • If the employee 
is changed to a lower grade for disciplinary reasons 
his salary rate will be set at the base of the grade 
to which he is demoted in the absence of specific 
provision to the contrary. 

b. The salary policy now in effect for classified employees 
also will apply to ungraded^vith respect to: (!) entrance on 
duty, (.2) promotion, (3) change to lower grade, (4) probational 
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appointment, and (5) disciplinary action. The term "step 

increase" will be used for ungraded positions in lieu of 
"periodic pay increase" for classified positions. 

(1) An employee transferring from a classified position 
to an ungraded position will do so without loss in salary 
unless his classified salary was above the top step of 

the ungraded .job to which he is being assigned. 

(2) An ungraded employee who receives a conduct and 
efficiency report of Satisfactory or higher will receive 
a step increase after the first six months of ungraded 
service and annually thereafter until the top step has been 
reached. The. salary for employees transferring between 
graded and ungraded positions will be determined after 
considering the waiting period elapsed and whether or not 
mi equivalent increase is involved. 

(3) An employee in an ungraded position will have 
an opportunity to earn step increases as a result of meritor- 
ious service and superior accomplishments. 

}£. Career Management 


a. The career management program of the Agency is designed 
to provide from within: 

(1) A source of well qualified individuals to fill 
vacancies as they occur. 

(2) A system whereby individuals may qualify and be 
promoted to more responsible positions through training and 
development within the Agency. 


-17- 
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b. It is Agency policy that vacancies w ill be filled 
by the best qualified employee available within the Agency. 
The basic considerations 1 Dr promotion will be proven ability 
and merit. 


/ ( 0 ^* Personnel Status Reports 


a. Assistant Directors and Staff Chiefs shall submit to 
the Personnel Division a Personnel Information, (Form No. 

37-6)^wh©n an employees 

(1) Changes his name, home or office address, or 
home or office telephone number. 

(2) Is separated from the Agency by transfer, resignation 
or enters the military serv ice from civilian employment. 

b. In addition to the above a Personnel Status Report (Form 
No. 3o-7) shall be submitted following any change in an 
employee's marital status. The original of the form will 
be routed to the Personnel Division and a copy to the Chief, 
Inspection aid Security zxfr 
1 7 ^ Termination and Final Clearance 

a. Each employee will obtain clearance prior to final 
payment. Clearance will be obtained on a Final Payment Clearance 
Sheet (Form No. 34-30.) when an employee is being terminated, 
leaving for overseas duty, granted leave without pay for a 
period in excess of 60 calendar days, or being transferred 

to or from fund status. 

b. The Personnel Division will be notified by Personnel 
Action Request at least one week prior to the effective date 

-18- 
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Of the request. Upon receipt of the Personnel Action Request 

Divisions „ 

the Per s onHel/wIIi make necessary arrangements for an exit inter- 
view and for final clearance, will direct the employee to the 
Inspection and Security Staff for security clearance, and will 
then obtain the additional required clearance by telephone, 
obtain the employee's signature, and direct the employee 
to deliver the form to the applicable payroll office. When 
the employee is unavailable all action indicated will be 
taken, except procurement of the employeete signature, 
c. 'Hie Chief of a field office will: 


(1) De-brief the employ?. ^ 

(2) On the Final Payment Clearance Sheet complete 
certification blocks “office to which assigned" and 
“Security Branch". 

(3) Obtain employee's signature and forwarding 
address. 

(4) Forward the form to the Personnel Division 
* thro^^gh established channels • 

/ $A!f. These regulations will govern generally all personnel 
actions of this Agency, both overt and covert, and -will be 
applied to the fullest possible extent in carrying out specific 
provisions of Confidential Funds Regulations covering covert 
personnel actions. 


R. H. KILLSNKOETTjSR 
Rear Admiral, USN 
Director of Central Intelligence 
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PERSONNEL DIRECTOR 




I do (not) concur' 


budget officer. 


I do (not) concur 

CHIEF', SPECIAL SUPPORT STAFF r 

I do (not) 

CHIEF’, AffillflSTRATIVE STAFF 

I do (not) 

CHIEF, PERSONNEL, SSS 


concur 




concur 


DATE, 


: j'L ' 

DATE 




PH- DATE 


DATE 


GENERAL COUNSEL 




SftR v 

b'\L 

DAT)!;, 

I do (not) concur 



ATt TV STAFF 


DATS_ 

I do (not) 

concur 


• ■ 1 

(•t 

DATE 

I do (not) concur 

sJUL — — ~ — - 
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COMF1 DENT I At 


21 April 1950 


MEMORANDUM FOR: MANAGEi-.iiSNT ' OFFICER 

FROM: Assistant Director, OCD 
SUBJECT: Termination clearances 


1. Attached draft, which I shall not use, does point up a 
situation which should be straightened out, 

2. It is easy for Offices to neglect to inform Liaison of 
individuals who resign, (and it is for that reason that I am not 
going to send this proposed complaint to 0SI) , but it is a fact 
that if Liaison does not receive such advice it cannot cross a man 
off the liaison lists. It would be easy for such an individual to 
continue his liaison activities, still being accepted as a CIA 
employee, long after he had left us. This would be bad. 

3. I suggest that the form which must be filled out for ter- 
Aj\ urination clearance have added to it a check with Liaison Division. 

In this way Liaison would be advised, could cross John Doe off the 
ijf ■ list, and would promptly inform the opposite numbers in the other 
agencies that he was no longer a CIA emplo 



confidential 


#• 
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tv-3 A.F T 


25X1 A 


25X1A 


25X1 A 


25X1 A 


/. tOUNKNt'flf 

e Memorandum • united states government 


TO ; Assistant Director, OSI DATE: 20 . April 1930 

from : Assistant Director, 0CD 
subject: Operational Liaison 
Reference: CIA Administrative Instruction | 

1. As you know 0CD is charged with responsibility for the administration 
of operational liaison as set forth in the reference instruction. Paragraph 6 
of reference states, among other things, "0CD will he informed of personnel 
changes within or outside CIA which affect operational liaison contacts". 

2. In the course of recent inquiries, in fulfillment of its function 
under the reference, Liaison Division of 0CD learned (hy chance), that 

whom several continuing and ad hoc clearances had been 
requested hy OSI and established hy 0CD, is no longer associated with OSI. 

3 . It is requested that the present official status, within OSI, of 

citified, so that the records which 0CD ( is obliged to maintain, 
in this connection, may he accurate. It is also requested that 0CD be 
advised of future OSI personnel changes, insofar as they affect operational 
liaison, as required hy the reference. 


lirtain, 



co* f 


lOEMTlIt 
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CONFIDENTIAL 

CENTRAL INTELLIGENCE AGENCY 
Washington, D; C. 


ADJilKIS TRATIVE INSTRUCTION 
no. 


SUBJECT: Personnel Policies and Procedures 


21 December iyh9 


.. administrative Instruction dated 9 December 19h9 is amended as 
indicated below: 

1*> General Policy 

* X K X * 

b. There is ■ ao objection to officials of the Agency not listed 
in paragraph l.a discussing with, prospective applicants the possi- 
^ availability for employment by CIA, Such discussions 

vail m no case include commitments of any nature for actual employ- 
ment or salary level. A violation of the policy relative to commit- 
ments _f or employment or salary level may result in immediate dismis- 
sal of the individual committing the violation. 

K 45- X -K* 

2. Proselyting 

a. Except as indicated in paragraphs l.b and 2.d, officials and 
employees of this_..gency, including those listed in paragraph l.a 
above, are prohibited from discussing employment possibilities with 
any employee of any other government agency or employees of the 
congress without the presentation of a written release for such 
discussion from the employing agency of the individual concerned. 

5. General Responsibilities of Personnel Divisions 

-K- ■>'{* it- -if- 

_ h * 5x °lusive liaison with the I&S Staff (except by the Executive 
or Fersonne_ Director) relative to personnel security checks and 
clearances in^ connection with initial employment by CIA. All re- 
quests for initiation of and information relative to status of such 
personnel security checks and clearances, will be channeled through 
the Personnel Divisions. . 

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE: 


DISTRIBUTION: A 


aptam 


Executive 


CO N FIDE N T I A L 
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COHFIJjENTIAL 

CENTRAL INTELLIGENCE AGENCY 
Yiashington, D.C. 


25X1 A 


ADMINISTRATIS INS TRUCTION 
NO. 

SUBJECT- s Personnel Policies and Procedures 


26 October 19$0 


25X1 A 
25X1 A 


25X1 A 


Pending revision of Administrative Instruction | 
the following instructions will govern: 


as amended by 


a. (1) Requests for entry on duty of individuals prior 
to completion of full security clearance procedures will 
be submitted through the Personnel Director to the Chief, 
Inspection and Security Staff by Assistant Directors -and 
Staff Chiefs, including, essential details of operational 
justification and urgent need for the services of the in- 
dividuals concerned* 

(2) The Chief, Inspection and Security Staff, will 
forward the requests with his recommendations to the Exec- 
utive who will obtain the Director's action. 

b. The Chief, Special Support Staff, and- the Personnel Director 
are authorised to act for the Director on recommended personnel ac- 
tions involving grades GS-13* through GS-1$. Unresolved differences 
of opinion between the Chief, Special Support Staff, and Assistant 
Directors and Staff Chiefs ■ v/ill be referred to the Personnel Direc- 
tor. Similar differences involving the Personnel Director will be 
referred to the Executive. 

c. The Executive is authorized to act for the Director on recom- 
mended personnel actions involving grades GS-16 and GS-17. 

d. Personnel actions involving grades GS-18 and the three spe- 
cial grades authorised by Section 9, Public Law 110, as amended, will 
be referred through the Executive to the Director for final action 



DISTRIBUTION: 2 


R f ALTER 3. SMITH 
Director 


CONFIDENTIAL 
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